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“ONE MORE WAY you SAVE mowey / 
HE HANDS that do your typing are 


expensive. You pay thousands of 
dollars every year for their services. 


One of the many ways we save those %. 
hands time—and you money —is the MITH- ORONA 
Smith-Corona Automatic Margin. 
It's the on/y system that lets a typist 
set both margins with one hand in one Office 
second. It's the fastest and easiest of 
all mechanical margins. 





Typewriters 


Typewriters aren't expensive — but 
typists are. May we show you a// the 
ways a Smith-Corona will save you 
money? Just phone your Smith-Corona 
branch office or dealer. 





L CSMITH & CORONA TYPEWRITERS INC SYRACUSE 1 N Y Canadian factory & offices, Toronto, Ontario. 
Makers also of famous Smith-Corona Portable Typewriters, Adding Machines, Vivid Duplicators, Ribbons & Carbons. 
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Bulletins 
Now get easy, fast folding of h—->> 
anything you mail. Eliminate tatters 
slow, costly hand folding with 

the new A. B. Dick Folding 

Machine. Statements 


Learn in 5 minutes how to 

make all standard folds. Just _ Direct Mail 
use the Quick-Set Fold Chart. Countless 
No measuring! No computing! Others 

Send coupon for details. nt 


EXCLUSIVE Quick-Set Fold 
Chart. No guesswork! 


A. B. DICK COMPANY 

Dept. 0.152 

5700 W. Touhy Ave. 

Chicago 31, Ill. 

I’dlike more information on saving with 
the new A. B. Dick Folding Machine. 
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Your secretary is two people 
(when you soundwrite with AUDOGRAPH) 


Squeeze more working time out of the working done,too! Soundwrite conferences, memos 
day. Gray AuDOGRAPH does just that...in- letters, any time. (Even at home, becaus 
creases office output up to 30%. AUDOGRAPH is really portable.) 

AUDOGRAPH lets your secretary do two jobs. AUDOGRAPH’s exclusive features make sound 
She acts as your executive assistant. Yet be- writing simple. The disc holds a full hour's 
cause her time is better organized, she slashes dictation. Monitor light lets you see your voice 
through mountains of paper work. Find out more! Send the coupon today. 

You'll double your own capacity to get things 


‘ Features make it finest! 
The Gray Manufacturing Company 
Hartford 1, Conn. 
Send me Booklet R-1 “Manpower 
| Starts With YOU !” 


AUDOGRAPH sales and service in 180 U. S. 


cities. See your Classified Telephone Direc- 





tory under “Dictating Machines.’’ Canada: 
Northern Electric Company, Ltd. Abroad: 
Westrex Corporation (Western Electric 
Company export affiliate) in 35 countries. 
TRADE MARK AUDOGRAPH REG. U.S PAT. OFF, 
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HE defense mobilization program 
could not go forward in an orderly 
fashion without office equipment to 

make the offices of our country run et- 

fectively. This conclusion was reached 
during World War II, and we in the 

National Production Authority have 

been guided by it in the current mobili- 

zation program. Bearing in mind that 
sound office procedures are needed to 
back up the men on the production 
line, we have adopted what we believe 
is a realistic attitude toward allocation 
of materials for office equipment. 
During the early period of our par- 
ticipation in World War II—in the 
months immediately following Pearl 
Harbor—a plan was being followed un- 
der which it was proposed to close down 
the production of office machinery in 
gradual Under this plan, no 
office machines, or next to none, would 
he coming out of the factories by the 


stages. 


Office Equipment 
Defense 


end of 1942. The facilities of the manu- 
facturers, thus released, would be de- 
voted to various kinds of precision 
equipment, for direct military use, or to 
items which then were regarded as more 
essential than products like typewriters. 

It became apparent, however, that 
this plan would mean that military and 
other essential users would be severely 
limited in the number of typewriters 
and other important machines which 
they could obtain. <A partial reversal 
of the original policy became necessary. 
Limited production of typewriters was 
resumed in the fall of 1943. 


Air Force clerk-typist intensive training class at Pennsylvania State College conducted by 
P S. Pepe, Remington Rand specialist. 
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In the current mobilization, we have 

adopted the principle that the man or 
woman in the office is behind the man in 
the production line, who in turn is be- 
hind the man with the gun. In general, 
one office worker with machine equip- 
ment is needed for each five people en- 
gaged in actual production. 
An industrial operation would hardly 
be undertaken today without adequate 
machinery and machine tools. The 
same principle applies to the office, al- 
though the operation of the principle 
there may not be as obvious. It would 
be wasteful to employ five or ten workers 
to carry on an office assignment with 
pens and pencils when typewriters and 
calculators and duplicating machines 
would enable one man or woman to do 
the same job. 

These considerations were kept in 
mind in making fourth quarter allot- 
ments for office equipment. Office ma- 
chinery allotments for this period were 
26,604 tons of carbon steel and propor- 
‘tionate amounts of alloy steel, stainless 
‘steel, copper brass mill products, ¢cop- 
per wire mill products, copper foundry 
products and aluminum. 

Allotments for the manufacture of 
such office equipment as accounting, ¢al- 
‘culating, and punched ecard tabulating 
machinery were relatively high in the 
fourth quarter, because this part of the 
industry had an unusually large volume 
of defense-rated orders. To provide ma- 
terials for these machines, we reduced 
allotments for production of coin-oper- 
ated amusement devices. 
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Is Essential to Our 
Mobilization Program 


WILLIAM A, MURPHY 


Assistant Administrator for Administration, 
Defense Production Authority and National Production Authority, 
Department of Commerce, Washington, D. C. 


These office equipment allotments 
should not be taken as indicative otf 
what it will be possible to do in the 
coming year, when the materials pinch 
will -be more severe. Because of the 
heavy demands for _ production of 
weapons and tor defense-related pro- 
grams, it will be necessary to contimue 
to limit materials for office machines, 
just as allocations of eritical materials 
for every other type of equipment are 
being curtailed. 

In considering the place of any one 
essential industry, such as the office 
equipment industry, in the defense pro- 
gram, it is useful to discuss its relation 
to the program as a whole. How and 
why did the defense program originate? 

The answer is that the mobilization 
effort was set in motion because of a 
recognition that the nation was in 
danger, and that there was the most 
urgent and immediate need to build up 
the military and economic strength of 
the United States as a deterrent to Com- 
munist aggession. 

The direct military program—guns, 
tanks and the like—has been scheduled, 
however, in such a way as not to take 
more than its realistic share of the 
amount of materials available. Early 
in the program it was decided that it 
would be a grave error to close down 
civilian producers, because the items 
they produce are in the long run essen- 
tion to American industrial operation 
and to the stability of the American 
economy. Shutting down great civilian 
industries would result in tremendous 
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dislocations for labor and the economy 
as a whole. 

The decision was made to seek the 
best possible balance between attaining 
the necessary military production while 
sustaining civilian production on a rea- 
sonably high level, and meanwhile to 
set in motion an expansion program to 
bring full relief from shortages. As a 
result of these considerations, a_tre- 
mendous program of expanding our 
productive capacity is under way. After 
this program is completed, we should be 
able to maintain a strong military estab- 
lishment, and at the same time, through 
increased production of civilian goods, 
to maintain and improve the American 
standard of living. 

While we have held to the policy that 
the civilian economy is going to be 
kept up, that does not mean that all 
segments can be kept at 1950 levels. The 
bite of the defense program really be- 
gan to make itself felt with the 1951 
fourth quarter allocations. Those allo- 
cation figures meant that civilian pro- 
duction on the average would get about 
50% of the steel and somewhat less of 
the copper and aluminum it had con- 
sumed only a year before. This percent- 
age may sound like a huge reduction, 
and it is. Actually, however, allocation 


U. S. Army Photo 


Sgt. Charles Wyrick, 569th Quartermaster 

Office Machine Repair Detachment, repairs a 

typewriter at the 505th Repair and Mainte- 
nance Co. of the Eighth Army in Korea. 


of civilian materials for all of 1951 has 
maintained levels of production in many 
cases as high as in a very good pre- 
Korea year, such as 1948, for example. 
But we have now entered the period of 
the big squeeze and we can expect that 
period to last for at least a full year. 
It will last considerably longer in the 
case of such materials as nickel, copper, 
cobalt, selenium and possibly aluminum. 

The method chosen to see that the 
detense effort gets the steel, copper and 
aluminum it needs and that the quanti- 
ties available for civilian production are 
distributed fairly, is the Controlled Ma- 
terials Plan. The experience of World 
War II demonstrated that such a plan 
was the only workable way of carrying 
out a major shift of the industrial pat- 
tern into a defense economy. The im- 
portant thing is that CMP already is 
functioning successfully from the stand- 
point of defense. During the fall it was 
reported to the President that no impor- 
tant military program was substantially 
behind schedule because ot any shortage 
of materials. 

What is CMP? It is a plan which 
measures the essential production needs 
against the total available supply of the 
basie metals—steel, copper and alumi- 
num—and provides a timetable for pro- 
duction and use of these materials. CMP 
is based on the fact that steel, copper 
and aluminum are the controlling fac- 
tors in the American industrial machine. 
Generally speaking it is possible to 
measure the feasibility of programs in 
terms of whether there is enough of 
these three metals to take care of them. 
Under CMP, steel, copper and alumi- 
num are allotted to manufacturers on 
the basis of detailed requirements sub- 
mitted in advance, 

The Controlled Materials Plan is sup- 
plemented by other types of controls. 
These include DO orders which give a 
right of way to military needs; limita- 
tion orders, which limit the use of vari- 
ous materials and products; and diree- 
tives which may order the delivery of 
various materials or products for a 
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THE CAP THAT HIDES A SECRETS 


No oil man’s well is more precious than the “gusher” topped by this 
cap... one of several over the pumps that draw crystal clear water 
by the billions of gallons from %th of a mile below the earth’s surface! 
This sparkling clear water, assurance of clean paper, is fundamental 


o the reasons why npn. P 
Rising Paper is. Fine Paper at its BEST! 


A comprehensive camera tour of the Rising operation . . .“‘Fine Paper At Its Best — and How It 
Gets That Way"’. . . is yours for the asking. Just write “Office Service.”’ 


g Fine Paper at its ae 


e °¢ I 

comes to you from the Rising Mill .* 5 

1) 

ISING (100% Rag) PARCHMENT * NO. 1 (100% Rag) INDEX * RISING (25% Rag) BOND 
PLATINUM PLATE * LINE MARQUE (25% Rog) * INTRALACE TEXT 


ILLSDALE (25% Rag) VELLUMS AND BRISTOLS * WINSTED VELLUMS AND BRISTOLS 
Rising Paper Company, Housatonic, Mass. 





The additional controls 


given purpose. 


are exercised over searce metals, ma- 


inportant 
items such 


and 
and 


terials and chemicals, 
products, 


aus machine tools. 


In the operation of the Controlled 
Materials Plan, and in the operation of 
other controls, various office machines 
are indispensable. Here, right at the 
heart of our system of industrial mobi- 
lization, we have an illustration of the 
importance of office workers and of the 
equipment they use. Properly adapted 
procedures and equipment are necessary 
in both industry offices and government 
offices to make CMP work. To mention 
one phase, machines can aid in the mat- 
ter of records. Certain records must 
be kept for two years. Photographic 
records are often suitable for this pur- 
pose. Such records enable a company 
to have a history of its operations for 
internal use. They provide a means for 
NPA to make surveys of the operation 
of controls. They provide the basis for 
compliance audits. 

Within the National Production Au- 
thority itself our overall calculations as 
to the needs of industry as a whole, and 
the needs of specific industries, depend 
on use of adequate and properly selected 
oflice machinery. To mention one in- 
stance, we tabulate and analyze the in- 
formation sent in by industry on 4B 
Forms, with the aid of machines. These 
are the forms through which the makers 
of B products secure their materials. 
These B products include a wide range 
of common components and parts, as 
well as standard civilian products using 
CMP materials. Without sound office 
procedures and equipment, NPA could 
not distribute materials promptly and 
equitably and could not carry out its 
principal assignment, which is to see 
that defense needs are met on schedule. 

We do not have to look far to find 
other examples of how office machinery 
is serving to solve complicated overall 
mobilization problems and to unseramble 
the infinite detail of specialized prob- 
Electronic computors are doing 


components 


lems. 


10 


an essential part of an overall statisti 
cal study of the greatest importance, it 
which the Air Force and others are en 
gaged. There are other machine set-ups 
which solve Einstein-like problems con 
nected with defense. Accounting prob 
lems by the thousands are handled by 
machine. 

To take a more general view of the 
service of the office and office equip 
ment: it is literally true that in order tc 
produce and deliver a machine tool o 
any machine, someone must do some 
typewriter work. To develop and pro 
duce a new type of airplane or tank, the 
amount of office work required—draw 
ing up and revising of specifications, ete 
—is enormous. 

For all the common operations of in 
dustry—drawing up contracts and or 
ders for components, and _ billing 
typewriters and sometimes more elabo 
rate office machines, are required. Othe 
ordinary but essential uses of office 
equipment by every kind of industry 
include making out of payrolls, account- 
ing, personnel records, productior 
schedules, shop orders and estimating. 

We know that in time of emergency 
the demand for typewriters increases, 
as does also the demand for addressing, 
duplicating, adding, accounting an 
caleulating machines. To mention one 
specific instance—the stimulating of de- 
mand for punched card equipment re- 
sulting from the defense program has 
resulted in this equipment being on 
one-year delivery basis for priority 
users, and up to two years for others. 
The war industries, the government de- 
fense agencies, the Army, Navy and Ai 
Force are substantial users of all these 
machines. 

When we have achieved our rearma- 
ment goals and our production expan- 
sion goals, we can thank everyone en- 
gaged in production. And when we say 
production, we include the office. Men 
and women in the office, and the ma- 
chines they operate, will have added im- 
mensely to the speed and effectiveness 
of mobilization. 
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DOODLES in the air may be good for kids 
aioe: ... not for Business! 


“DOODLES” 


are unobserved 
WASTE 
MOTIONS... 
needless extra 
manipulation of 
hands and equip- 
mentin record 
keeping. 

















Few businessmen are aware of the amount of 
doodling” that exists in transcribing the many form: 
required to do business today. As a consequence of this 
"doodling", annual reports reflect increased 
production costs and less earnings. 


Considerable savings in time and money can be affected 
with American Lithofold Planned Business Forms. Planned to 
fit your individual needs, they eliminate costly ‘doodles "’ 
make all working time more productive, speed distribution 
and afford greater control. See for yourself how ‘Planned 
Business Forms'’can do these things for you 


scago, Detroit, Washington, 
Branches: New York, Chicag rineipal cities. 


Raleigh, N. C., and other p 


i t obligation, 
Wid ME vo new 5. 
lider, . 

lustrated iT UD Y IN 


Company Name 


; aa TION ST! 
MAIL COUPON TODAY i LIGHTS,” showing Addrese__—_ 
é a how we can —, 7 Zone State 
3 rT * — SAV’ - i 

FOR FREE COPY OF wictant time. work ant ——— ae 

j oney with Fuca Signature ; 
“MOTION STUDY IN LIGHTS”’ NED _ BUSINESS +1952 American Lithotold Corp: 

FORMS.” Copyrigh 
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OW does he do it? How can he pack 
twelve hours work into an 8-hour day? 


The answer is simple. He has learned the 
secret of all successful executives. He has 
learned how to organize time—for in busi- 
ness today time is the critical factor. 

Note how “time economy” enters into 
his choice of equipment. His desk, for ex- 
ample, has been specially “time-engineered” 
by Shaw-Walker to cut time-wasting details 
to a minimum, to leave his desk and _ his 
mind clear for action. 


Only Shaw-Walker could this 


design 


ar 


New, low, comfortable 
height (29”). Puts you on 
top of every job. 


Job-engineered drawer 
space—wired 


for telephone connection 


removable 
saves time, 
and litter 


Concealed, 
wastebasket 
floor space 
Center drawer with extra 
compartments—space tor 
everything you need at your 
finger tips. 


wote Dole 


GHAW-WALKER 


The booklet, ‘Time and Office Werk,'’ 
time. Organize now for greater sales effort and lower operating cost! 
A wealth of information on 
equipment. 36 pages! Many color illustrations! Just off the press! Write 
today on business letterhead to: Shaw-Walker, Muskegon 36, Michigan. 





“executive” desk. It was born of more than 
fifty years of serving the needs and saving 
the time of American business. 


And there are Shaw-Walker desks, chairs, 
files, cabinets, systems, indexes and sup- 
plies—everything for the office except ma- 
chines—each “time-engineered” for the 
needs of every job and worker. 


If you are setting up a new business or 
merely wish to modernize worn, out-dated 
offices, make sure you use Shaw-Walker 
equipment throughout. It will help you 
make the most of every minute, every work- 
ing day! 

Most comfortable working 
ie ~~~ top ever invented, 
Ze 


“In,” “Out,”’ and “Hold” 


A——~ letter trays inside 
Confidential, quick, no 
desk-top clutter, 


Scientific personal file with 
speed guide, dividers—saves 
“‘barrels’’ of time. 


is packed with ideas for stretching office 


“time-engineered” office systems and 


Executive Offices at Muskegon, Michigan 
Branches and Dealers in All Principal Cities 


Largest Exclusive Makers of Office Furniture 
and Filing Equipment in the World 





Management Needs More 


Good Office Tools 


ROBERT S. OELMAN 


President, Office Equipment Manufacturers Institute, 
Executive Vice President, National Cash Register Co., Dayton, Ohio. 


OT long ago I passed the site of a 

rather extensive construction proj- 

ect. The area had been cleared and 
was ready for exeavation to begin. 
There was no steel, lumber or other ma- 
terial on hand, no bulldozers or steam 
shovels, no workers. Yet in one cor- 
ner of the area was a little frame struc- 
ture, obviously just erected, with a sign 
over the door: “Office... X Construe- 
tion Co.” I thought for a little of the 
implications of that tiny office repre- 
senting, as it did, the first step in a 
project that would millions and 
would use thousands of tons of ma- 
terials. 

The management of that construction 
company built an office before anything 
else was done because it could not even 
begin operations without it. Before a 
yard of earth was moved, a ton of ma- 
terial delivered, a single man put on the 
payroll—there had to be a control point 
to handle the records which would have 
to be kept of those transactions and 
many more. The relationship of the of- 
fice to the overall job to be done is 
much the same in any type of enter- 
prise. In industry, finance, -etailing, 
Government . whatever the field... 
the office is the point of administration 
and control. It may be a little room in 
the back of a retail store, or an entire 
building, but its function is the same. 

Within say the past 15 years, various 
developments have had an important 
effect upon operation of offices. At the 
beginning of 1952, these influences might 
well be said to have reached a peak of 
pressure. That pressure could and prob- 
ably will increase in the future but I 


cost 
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think it is fair to say that up to now 
the need for efficiency in office opera- 
tions has never been as great as it is 
today. On the one hand we have tre- 
mendous increases in the amount of of- 
fice work to be done and on the other 
sharply rising costs for the manpower 
to do this work. Examine any phase of 
office work today and you see these twin 
factors at work. Their effect has been 
heightened by the defense program 
through sheer increase in volume of ae- 
tivity and through the draining off of 
available manpower. 

As an example of how office work 
has inereased, consider what one em- 
ployee represents today from a record- 
keeping standpoint as compared with 
15 years ago. Today the average em- 
ployer in reality carries an account with 
every employee. He deducts employee's 
contributions to Social Seeurity,  in- 
come withholding tax, pension plans, 
hospitalization insurance, union dues, 
local taxes, charitable organizations and 
such others as may be authorized. Ten 
to 15 and even more possible deductions 
are not unusual, although fortunately 
all do not affect one man at the same 
time. Every one represents a compu- 
tation and an entry. 

Figuring a man’s pay before deduc- 
tions has likewise become a complicated 
operation. The rate per hour and num- 
ber of hours is only the beginning. There 
is overtime, shift premiums, special 
rates beyond a certain number of hours, 
bonuses and other considerations. The 
development of pension and hospitaliza- 
tion plans has in many eases necessi- 
tated the addition of complete depart- 
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Standard’s Unit Posting Aristoc 
offers speediest method ever d 
vised for single line duplicatin 
Reproduces all documents nec 
sary for manufacturing, invoicin 
shipping -and analyzing an ord 


Standard's Coronet. The newest 
member of a distinguished family. 
Hand or electric, automatic feed. 
Fifteen fine features, Outstanding 
design. Copies, face up, Fast, quiet, 
efficient. Sheet capacity t0 9” x14”. 


Standerd’s Zephyr SWA. Han 
operated, automatic feed. Fe 
Standard dependability and e 
ceptionally good duplicating at 
most attractive price. Many fed 
tures of the higher priced model 


Standard Master Model EL ML 

Electric. One machine permi 
double output, Automatically ha 
dies one stack of paper up to 14 
18 inches, or feeds two stacks o 
certain smaller sizes simultaneous! 


STANDARD DUPLICATING MACHIN 





tandard Duplicators in peace- 
ime play an important part in 
eproducing all the copies re- 
huired of vital control orders 
nnd records used in business 
nnd industry. Systems experts 
ave long recognized the fact 
at Standard'’s Single-Writing 
ethod speeds production, elim- 
nates retyping and errors, sim- 
plifies business procedures. 


wo-thirds of Standard's Pro- 
duction is today flowing to the 
Armed Forces, to prime de- 
ense contractors, sub-contrac- 
tors and other industries active- 
y engaged in defense. 


As the gigantic mobilization ef- 
ort of our country moves 
orward, Standard Duplicators 
hrough systematic control of 
paper work, are helping to 
harness the industrial might of 
he nation to the insatiable 
demands of defense. Literally 
housands of Standards are in 
use throughout the world in all 
branches of our Armed Forces. 


ORP., 


Standard’s Military Field Kit, completely portable 
with all supplies, is ready to make maps of 


military movements right in the field... 
of orders by Commanding Officers, other emer- © 


copies 


gency messages. 


USED BY ARMY, AIR FORCE, NAVY 


a 
Ce cette 
sna 


SS 


wie 


Used in Quartermaster Corps, En- 
gineering Corps, Army Arsenals; 
in aircraft and engine manufactur- 
ing; in shipbuilding. Used for mak- 
ing copies of bids, requisitions, 
specifications, graphs, charts, 
sketches, inspection forms, manu- 
facturing orders, purchase orders, 
production schedules, route sheets, 
tool and engineering changes, 2s- 
sembly lists, bills of material, ship 
routing schedules, time cards, store- 
house orders, general duplicating. 


EVERETT, MASSACG HUG BG $ 





BETTER AND 


SIMPLER CHARTS 


All at a Saving of 
TIME and MONEY 


Yes, CHART-PAK has developed a new 
method of chart making that will enable you 
to prepare complete charts quicker and much 
more economically. 


No longer, is it necessary to call in a drafts- 
man, They are at a premium and are needed 
for emergency work. With the CHART-PAK 
Method, you plan your charts, then you or 
your secretary can easily assemble first-class 
charts for any purpose. 


CHART-PAK provides “draftsman drawn" 
self adhering tapes, a reusable chart board, 
and the The 


charts can be changed or corrected in minutes 


accessories for application. 
simply by removing and replacing the tapes. 
The board can be used over and over without 
All 


can be photographically reproduced perfectly. 
CHART-PAK also provides complete mate- 


rials for making organization charts and office 


noticeable wear. charts so constructed 


layouts. 


Send for descriptive brochures. 


CHART-PAK, INC. 


104-W Lincoln Ave. 


16 


| 
| 
| 
| 





Stamford, Conn. 


A Thomas Mechanica! Collator in the Admin- 
istration Dept., Naval Clothing Depot, Brook- 
lyn, N. Y., saves five mandays a month. 


ments to handle this work. 

When we look at the other side of 
the picture—the man or the woman to 
be employed to handle this increased 
work—we see a picture like this. The 
basic wage of an officer worker is from 
2 to 24% times what it was 15 years 
To employers with pension, in- 
surance, vacation and_ hospitalization 
plans, the cost of these benefits can go 
up to $500 per year per employee. When 
a new employee goes on the payroll 
that is assumed right along with 
the weekly wage. Overtime brings rapid 
increases in the paychecks. 

It makes little difference what type of 
office work is involved, whether it is 
typing a letter, processing a payroll or 
simply filing records. The cost of doing 
this work has up much that 
mechanization and the use of the most 
modern time and labor-saving equipment 
is the only answer. 

It is the responsibility of manutac- 
turers of office equipment not only to 
develop machines and other types of 
equipment that will more at 
cost but to constantly seek better 
methods of handling office work. New 


ago. 


cost 


gone so 


do less 
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Anyone can produce beautiful 
plastic bound books in 
these 2 easy steps: 


: Cg 


Punch sheets and covers of any size or 
weight, quickly, accurately 


right in your 
own office! 


+e. and save money, too es. : ' 
Bind up to 250 books an hour with colorful 





\ p GBC plastic bindings 


Y definitely im- | ee 
prove the ‘effectiveness Add prestige... utility . . . attention-compelling 


rene cars case win - APPearance to reports, catalogs, presentations, and all 
porn Bn gn Gac printed and duplicated material with this sparkling 
F plastic binding. NEW GBC portable equipment 
quickly . . . economically plastic binds loose pages of 
2 A all sizes into easy-to-use personalized booklets. Pages 
a BC: turn easily ...lie flat. Durable plastic bindings are 
% « available in a complete range of colors, styles, and 

Ponn* 2 t 
sizes. Complete GBC office equipment costs less than a 
General Binding — typewriter . . . saves more than 50% over old fashioned 


Corporation fastener-type covers. Anyone can operate. 


pl 8, 
we Me 


Mail this coupon for 2 FREE MEMO BOOKS | 


ER Please send me, without obligation, 2 free memo books...and your new illus- 
Ft ECIAL OFF trated portfolio packed with timely information and prices on this modern 
‘ §P oday binding system. 


BD srcit this coven? 


air 2 FREE 
memo BOOKS 





Name. 


Cc y 


Pp 





Address. 








City. 


812 W. Belmont Ave., Dept. 0-1, Chicago 14 5 
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Make Your Own 


Lettewy Test 


LETTEREX naturally increases typing output be- 
cause it means more time spent on actual 
typing. Production increases vary according 
to length of letters and number of copies 
made. Order a trial supply of LETTEREX, use 
it a few days or weeks, compare new pro- 
duction records with old. See what you've 
saved on overtime, extra help or regular 
help. You'll find LETTEREX more than pays 
its wey — usually MUCH MORE! 


operating cost... 
$42,000.00 


how to save 
10% or more 


on typing costs 


McGREGOR & WERNER, INC. 
1640 Connecticut Avenue 
Washington 9, D.C, 











machines and other types of equipment 
brought out by members of the industry 
during the past few years offer sub- 
stantial advances in the handling of all 
types of office work. Great progress has 
also been made in the “survey” service 
offered to business by the manufacturers 
of office equipment. 

The products of the office equipment 
industry have been termed the “tools of 
management.” That analogy can be car- 
ried a step further at the beginning of 
this year with the important implica- 
tions it holds in so many directions. 
Management, by and large, has prob- 
ably never faced as big a job as it does 
at this moment. To all of the prob- 
lems of a peacetime economy have been 
added those of a far-reaching defense 
program. If management ever needed 
good tools and plenty of them, it needs 
them today. It is certainly the objec- 
tive of the members of the Office Equip- a 
ment Manufacturers Institute to supply Counting 900 production tickets a minute 
those tools in the fullest possible with a Pitney-Bowes Tickometer at Westing- 
measure. house Electric Corp., Trenton, N. J. 





e SICHER NICHT! 


belle, every Swiss will spot a good bet yards 
away! Best eraser bet— Weldon Roberts. 
Jawohl! They correct mistakes in any lan- 
guage! Like the never-miss Swiss, you can’t 
miss either, when you ask your stationer for 
these world’s foremost erasers. 


3 ¢ 
(Certainly not!) From Wilhelm Tell to Zurich The Swiss never miss! 
——— ==, 


121 ELLIPTIC, Soft, gray eraser in handy elliptical shape 
for pencil and ink erasures on all types cf work: typing, 
accounting, drafting, handwriting. 


WELDON ROBERTS RUBBER CO. 
World's Foremost Eraser Specialists 
6th Ave. & No. 13th St. 


Correct Mistakes in Any Languag 
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COPYFLEX 
does it faster... heter...cleanenr, | 





Are you 
bottled up 
by paperwork ? 


Speed up your paperwork. Get exact 
copies of vital business papers 
(even up to 42 in. wide) into your 
executives’ hands in a hurry with no 
errors or smudges, by the Bruning 
COPYFLEX process. 

This amazing process immediately 
reproduces practically anything 
drawn, written, typed or printed on 
ordinary paper translucent enough to 
let light through. 

It usually is the most economical 
way to make 1 to 100 copies... only 
2¢a sq ft for all costs! No high-priced 
operator needed, anyone can make 
copies with a 5-minute explanation. 


Dept. P12 


ay Se) 4 ee ee 


eae 


No masters or stencils needed... 
no ink to soil hands... no negatives, 
tray developing or darkroom... no 
fumes to inhale, no special room light. 

The applications you can make in 
streamlining your paperwork are al- 
most limitless . . . reproducing Sales 
Control figures, Accounting and 
Financial statements, Inventory and 
Production Control reports. 


Specialists in copying since 1897 


100 Reade St. New York 13 


(C0 Send me free booklet on COPYFLEX process and equipment. 


; —aom oa — CHARLES BRUNING CO.,iINC.°- oo “=a 


(CD Show me COPYFLEX in action (no obligation). 


COPYFLEX “50” is easy 
to operate, handles large 
volume of paperwork fast. 





Office Machines Are the Best 
Answer to Manpower Shortage 


J. WILLIAM HOPE 


President, American Institute of Accountants. 
Certified Public Accountant, Bridgeport, Conn. 


HE first year of this second half 

of the twentieth century has taught 

us that we are going to have te 
accomplish more with less. We have 
entered an era of preparing for a war 
that we all pray will never come. This 
preparation is going to impose new 
burdens on all of us. It is going 
to demand more from each of us. And 
there is no end in sight. 

We have known for some time that 
the best diplomacy in dealing with 
this situation is the diplomacy of 
strength. We are building, and will 
have to keep building, our industrial 
power to equip a mighty Army, Navy, 
and Air Foree and to help equip our 
allies’ defense forces. The problems 


for increased production are many. 


Last October, Congress passed the 


Punching tabulating 
cards used in prep- 
aration of worldwide 
stock balance and 
consumption reports 
for the Supply Divi- 
sion, Air Materiel 
Command, at 
Wright-Patterson Air 
Force Base, Dayton, 


Ohio. 


THe Orrice—January, 1952 


Revenue Act of 1951 which will re- 
lieve us of 51% billion dollars more than 
last year. This is going to hurt. But 
it would hurt considerably more if we 
were caught with our defenses down. 

Some items are disappearing from 
the market. The government has re- 
stricted civilian use of such essential 
materials as steel, copper, oil and rub- 
ber. Wherever possible, production is 
being raised to meet this increased de- 
mand. But we are in for more than a 
nodding acquaintance with austerity. 

Another measure that our government 
has initiated to cope with this situa- 
tion is a system of price and wage 
controls. In a free economy, we smart 
under such artificial restrictions. Yet 
none of us would weleome the run- 
away inflation that might threaten us 


USAF Air Materiel Command Photo 








ATTENTION = 


OFFICE MANAGERS 
SALES MANAGERS 
HOTEL MANAGERS 
ASSISTANT MANAGERS 
BUSINESS EXECUTIVES 
PURCHASING AGENTS 


CORPORATION 
PRESIDENTS 


Write for Free Samples of the 
Products of Our Organization 
Our Famous 


RICHRITE Office Pencils 
in All Degrees of Lead. 


RED and BLUE Pencils 
in both THICK and THIN Leads. 


* 
Advertising Pencils in any Color 
desired both ROUND and HEXA- 


GON shapes and up to seven lines 
of Advertising Copy. 


RICHRITE Real INK Pencils 


outlast 50 of the regular 
wood encased Office Pencils. 


Our Direct Factory Prices are Lower 
than you can buy elsewhere and always 
remember . . . when you buy our prod- 
ucts you are helping to erevide Employ- 
ment For Crippled and Disabled Service- 
men. 


HELPING HAND INDUSTRIES 


Providing Employment for Crippled 
ond Disabled Servicemen 


OSCAR W. RICHARDS, President 


550 Fifth Avenue, New York 19.N.Y. 
Plaza 7-6454 





without these measures. Similarly, the 
depletion of our personnel supply by 
the armed forces is a bitter pill. But 
this, too, is vital to our defense pro- 
gram. 

Today we face the obligation and 
the opportunity of finding new ways 
to spend our present efforts. This in- 
volves a thing called efficiency. And 
a large share of the burden falls on 
the office, pivotal point of our indus- 
trial might. 

No organization can hope to survive, 
much less grow, in today’s economy 
without exact information concerning 
all operations. No company official, 
however competent, can reduce waste, 
duplication and _ inefficiency without 
properly kept records. These records 
are the pictures of a business much 
like an aerial photograph that brings 
together areas or activities obscured 
from the naked eye and puts all of 
the parts into their proper relation- 
ship to other parts. Unlike the cam- 
era’s unfailing eye, however, office 
records are subject to human error. 
They may involve the work of hun- 
dreds of people and thousands of trans- 
actions. They may cover many vears 
of business operations from areas half 
a world apart. 

It should be apparent, then, that those 
concerned with the compiling and 
maintaining of office records have a 
major task cut out for them in the 
vears ahead. They will meet chal- 
lenges unlike anything they have yet 
seen. They are going to have to com- 
pile information faster and more ae- 
curately than before. They are going 
to have to provide more data for the 
government, labor unions, employees, 
stockholders. And they will have to 
do it with fewer people. If necessity 
begets invention, the next few years 
should yield a bumper crop in the of- 
fices of this nation. 

One obvious answer to a shortage of 
office workers is an expanded use of 
office equipment and machinery. Some 
of the new equipment is a marvel of 
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letter from the 
Office Manager... 


typed neatly, quickly 
ona REMINGTON 





And the news is good—for the Electri-conomy is 
turning out their typing work with greater speed 
ease and accuracy than ever befo 

what the Ele 


ungton. Mrand 


Room 2394, 315 Fourth Avenue, New York 10, N. Y. 
Please send me FREE folder “Take a Letter” (RE 8499). 





Firm 
Address 
City 














is A BEAR 
FOR WEAR 





A “Tuffy” when it comes to fer p we 

staying power, Atlantic Ledger — 

is made to withstand heavy or machine ... and erases 

duty handling — for a long, cleanly, too. 

long time. So make a note now to order 
Atlantic Ledger’s uniform Atlantic Ledger in white, buff, 

surface takes a clean, clear im- eye comfort and blue. 

pression ... with pen, pencil Try it! 


i - 





Seer. ry 


Eastern's Atlantic Ledger 
AND OTHER FINE BUSINESS PAPERS 


BY EASTERN CORPORATION © BANGOR, MAINE 
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accuracy and efficiency. It is eutting 
untold manhours when time at a 
premium. The accounting machinery, 
typewriters, calculators, duplicators 
and other mechanical helpers in the of- 
fice are proving of immeasurable aid. 
And the burden on them will mount 
in the approaching years. 

The manpower shortage is mirrored 
sharply in my profession of public ae- 
counting. A recent poll by the Amer- 
ican Institute of Accountants  estab- 
lished the fact that about half of the 
firms represented in the institute’s mem- 
bership will need well over a thousand 
more new CPAs than entered the pro- 
fession last year. 

We have met this shortage in several 
ways. We have examined our systems 
and procedures to find new ways to 
eliminate manhours without sacrificing 
accuracy. We have put in longer hours. 
We have tried to improve our person- 
nel training programs. We have put 
over a hundred thousand dollars into 
an accounting testing program to assist 


is 


APSCO 28,000h/FOInT \ 
— \ 


SHARPENER TEST 





impartial Laboratory Tests* Prove 


Apsco gives you 2', 
times as many points! 


Exh *i é A 


E ive tests by indep t laboratories* prove that 

Apsco pencil shorpeners are your best buy. And here's why: 

* Apsco sharpens 24 times as many points! 

* Apsco sharpens more points per pencil! 

* Apsco sharpens a perfect point every time! 

* Apsco saves up to 70% of cutter replacement costs! 
Apsco gives you all these plus advantages at no extra cost! 


*United States Testing Co., Test Nos. 89388 and E-756; 
** Pittshurgh Testing Laboratory, File No. 32999.1 





THe Orrice—January, 1952 


| 
| 
| 
| 
| 
| 
= 





young men and women in the selection 
of a career and to help colleges in 
counseling students taking courses in 
accounting. And we are now working 
on a CPA handbook to aid publie ac- 
counting firms to do a better job. These 
are but a few examples of one pro- 
fession’s answer to shortage. Every- 
where throughout the nation’s  eco- 
nomic structure men and women are 
finding other answers to the problem 
as it applies to them. 

We have seen shortage before. 
saw it during the recent war, 
all of us had more to do and less to 
do it with. And we used the 
casion to prove that American business 
is equal to any test. Shortages today 
are not vet as acute as then. But this 
time there no end in sight. The 
strain on the nation’s economy is great 
and can only get greater. But those 
concerned with conducting the nation’s 
business affairs will demonstrate again 
that American ingenuity and industry 
have an answer for any situation. 


We 


when 


OCc- 


is 


a 

Compare the points!** 
Unretouched photographs** show 
Apsco’s amazing sharpening superi- 
ority. Compare the points and see for 
yourself why it pays to buy Apsco. 


New Dexter No. 3! 
Ruggedly constructed for long life. 
Has double bearing steel frame sup- 
porting cutter head at both ends. 
Centering turret for all sizes of wood 
case pencils, crayons. Mounts in any 
position. 


BRAND 7A" 
_  9,000n, POINT 


Buy on performance 
Your pencil sharpener dollars buy 
MORE when you specify APsco 
There's an Apsco sharpener for every 
need of office, home or school. See 
your Apsco dealer, or write for liter- 
ature describing Apsco line 


7 COSTS LESS... 70 BllY THE BEST! 


AUTOMATIC PENCIL SHARPENER CO. Dept. v 
336 NO. FOOTHILL ROAD, BEVERLY HILLS, CALIFORNIA 
Offices also in Rockford, II!., and Toronto, Canada) 


Pleose send literature and name of nearest Apsco deoler 


Nome Title. 





Company 
Address. 
City 





Zone 




















OW ERING PRICES is one thing .. . but hammering 
them down at QUALITY'’s expense is something else 
again. PANAMA-BEAVER products are superb, 
because we tailor them UP to rare quality standards, 
not DOWN to higgle-penny prices. That’s why they 
are CHEAPER for YOU in the long, hard run... 


: y 
ool, a 


“hype INT} 


PANama-BEA VER 


MANIFOLD SUPPLIES CO., 188 3rd Ave., Brooklyn 17, N. Y. 


CARBON PAPERS HECTOGRAPH UNI-MASTERS INKED RIBBONS 
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ntroducing 
the new 


PLUS 
CALCULATOR 





Now... the Plus Calculator 
may be ordered with or without 
Keylock .. . depending upon custom or preference 
within your organization. Identical in design ... 
retaining the same high mechanical standards of the 
Non-Keylock, the new Keylock Plus Calculator is a 
welcome addition... and will bring new friends 
into the Plus family of Caleulator users. 


PLUS COMPUTING MACHINES, INC. 


§ BEEKMAN STREET e RECTOR 2-0045 ° NEW YORK 38, N. Y. 


Sole manufacturers: Bell Punch Co. Ltd., London, England. 





MODEL 315 


MODEL 210 
Stere Model. 


@ Two of the complete line of 18 R. C. Allen Cash Registers 


America’s Best Values... 


Best for you, the customer, because when you “‘buy R. C. Allen" you know you're 
buying guaranteed performance . . . at the lowest possible price. 


Best for you, the dealer, because with R. C. Allen you can handle a complete line 
of business machines . . . adding’ machines . . . bookkeeping machines . ; . cash 
registers . . . and typewriters. : 


Hundreds of dealers are already attracting new customers, building business and 
increasing profits with R. C. Allen products. It will pay you to find out how you, too, 
can profit by selling the complete line of R. C. Allen Business Machines. Write today 
. . « full information will be sent by return mail. 
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The New 1952 R. C. Allen Typewriter 
Setting the Pace in Style and Performance 


R.C.Allen Business Machines, Inc. 


| 679 Front Ave., N..W., Grand Rapids, Michigan 








JEM PO DOES (T AGAIN { 
THE NEW 


Self-Controlled” 


The First High-Speed, Quick-drying ink 
recommended for both open and closed - 
cylinder stencil duplicators. 


Holds its place in the cylinder even at 
highest speeds. Costs no more than 
ordinary inks. Try it in your Duplicator. 


See your Tempo Dealer or Write us Direct 


OTHER FAMOUS TEMPO PRODUCTS 
Tempo Film Stencils . . . for the kind of copy you want. 
Tempo “500” Ink . . . for that press-printed finish. 


Tempo Electric Duplicator... Today’s most 
progressive advancement in office printing. 





Milo Harding Company 


ESTABLISHED 1904 


434 West Pico Boulevard 
Los Angeles 15, Calif. 














THe Orrice—January, 1952 





FoR 


TWO SIZES 


17% x 15 x 2—ULIST $6.98 
17 x 19 x 2—LIST $9.50 


Cheice of brown or green. —— je covers. 
— In rpg: Delivery + “= - 


after eipt of erder. Write fo ie 
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ARO-FOAM 2. 


Genuine 
MOULDED FOAM LATEX 
PRICED FOR 
PROFITS and 
QUICK SALES! 
Cramer Posture CHAIR CO., Inc. 


1205 Charlotte Kanses City 6E, Mo. 


PUT THEM ON YOUR COUNTER 


anil WATE THEM SELL / 





© Handsome, 


handy, 


easy to use. 


THE ORIGINAL 


SELF-INKING, MIMEO PROCESS 
HAND STAMP 


Makes Any Hand Stamp 
in MINUTES!!! 


+) PRUONT-O-2000" Sa: 


Improved model A-2 has many extra fea- 
tures that can’t be matched. It prints 
perfectly on thinnest paper or tough card- 
board, on any size from 3” x 5” index 
cards, U.S. Government postcards up to 
4” x 6”. It prints more than 2,000 clear, 
professional-looking copies per hour for 
less than 8 cents per thousand. Constant 
spring pressure guarantees one-at-a-time 
feed and insures hairline register for easy 
multicolor printing. As many as 4 colors 
may be printed on a single card by using 
replaceable, easy-to-clean drums. 


CALL YOUR STATIONER, OR WRITE DIRECT TODAY! 





I’ve learned 
my lesson... 
ave you? 


Ww 


No more ‘jam pot" ot” face fo for me. 
I'm a smarter, fresher looking gal 
now that I've discovered 


QUEEN 


ryote coat" 


spirit duplicating 
carbon papers! 


They're coated by ao 
marvelous process that 
absolutely safeguards hands 
and clothing from smudges 
and smears; insures sharp, 
clear copies on long runs, too! 


Ask your boss or i 

purchasing agent to get some 

free somples of ; 

QUEEN “'Protect-o-Coat,” | 

available in flat sheets or 

master unit forms—plain or 

preprinted. Write today! pasa o 


128 Wythe Avenve + Brooklyn 11, New York 


Manufacturers of: 
INKED RIBBONS © CARBON PAPERS * MASTER UNITS * CARBONIZED ROLLS © SPIRIT & HECTOGRAPH DUPLICATING CARBONS 
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PUSH-BUTTON MULTIPLICATION 


sends figure output soaring 
EASIER-SUKER- FASTER 


EASIER because Marchant saves the 

operator at least one step in every 

multiplication problem 

SURER because Marchant is the only 

American calculator with dials for 

verifying the keyboard entry 

FASTER because Marchant’s 

mechanism operates at speeds 

ranging up to twice those of 

any other calculator 

Since more than half of all calculator 

work is multiplication, experienced office 

workers everywhere choose the calculator that 
multiplies easier, surer, faster. The 
Marchant Man in your phone book will 
prove this by a demonstration in your 
office—call him today. 


Mail this Coupon with your business letterhead to get our free 
GUIDE TO MODERN FIGURING METHODS 
ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS CT 
MARCHANT CALCULATING MACHINE COMPANY 

i 


OAKLAND 8, CALIFORNIA 0 














3K PUSH-BUTTON MULTIPLICATION 
d Enter multiplicand in keyboard. 


Answer appears simultaneously 
as multiplier is entered in 
Automatic Multiplier row. 
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])o clerical bottlenecks leave you 
thirsting for information? 


To get the steady stream of facts and fig- 
ures he needs for sound, timely action, an 
executive needs a streamlined record-keep- 
ing system. 


Without it, he’ll have to settle for a few 
sketchy, inaccurate facts that are “pushed 
through” too late to guide his decision. 


But with modern, simple McBee Keysort 
methods, management can keep up-to-the- 
minute tabs on every operation, spot de- 
veloping trends, be in a position to beat 
competition to the punch. 


With your present personnel, without 


Sole Manufacturer of Keysort-The Marginally Punched Card 
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costly installations, Keysort cards and ma- 
chines provide accurate, useful manage- 
ment controls at less cost than any other 
system. When notched, the precoded holes 
along the edges of the Keysort cards make 
it easy to collect a wealth of data. . . classify 
it... summarize it... file it... findit... 
use it. . . quickly and accurately. 

No wonder McBee sales have multiplied 
tenfold in just a few short years among 
executives in every kind of business. 


The trained McBee representative near 
you will tell you frankly whether or not 
McBee can help you. Or write us. 


THE McBEE 
COMPANY 


295 Madison Ave., New York. Offices 
in principal cities. McBee Co.,Ltd.,11 
Bermondsey Rd., Toronto 13, Ontario. 
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Why I gave the largest order to Bill 


His office impressed me, first time I saw it. The place had 
an air of quiet efficiency. He had figures we needed, right 
at his fingertips. Looking at his desk, I felt big things would 
get done because details were competently handled. 

It gave me a clear picture of the kind of man I wanted to 
do business with. That’s why I gave Bill the largest order. 

“Y and E” makes the office equipment that’s such an 
important part of this picture. 

Attractive, efficient. ..““Y and E” helps you get things done 
—the way that gets the order. 

“Y and E” equipment is designed for success. 


If delivery on your order for "Y and E” equipment is delayed, you 
may be sure we're doing our best to overcome the problem as 
quickly as steel shortage permits. 





MARK OF SUCCESS — 


Also Makers of Quality Filing _—— and Suppli 


1020 JAY STREET *« ROCHESTER 3, N.Y., U.S. A. 
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7 PRACTICAL 
SIZES-RULED 2 
TO 36 COLUMN 


FOR EVERY RECORD — A WAY TO KEEP IT. 
BROOKLYN 1,N. Y., 
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VARIETY OF 


S 


No matter where they're opened, Standard 
B & P Columnar Ruled Books provide a flat 
writing surface, without the bothersome, 
time-wasting bulge along the binding 


Other "Hidden Assets" include exception- 
ally high-quality, white,rag content ledger 
paper, which promotes clear, crisp figures; 
uniformity of rulings with guide lines that 
simplify posting. Bound in finest book 
cloth, with warp-proof laminated boards. 
150 and 300 pages. Ask your stationer to 
show you the complete B & P line. 








How Much Can the World’s Fastest 
beset. maceine Do ina Day? 


_e . kz 


ROTARY PRINTING is Clary’s 
speed secret. Instead of noisy, 
“on back-and-forth action of 
old machines, swift, silent wheels 
spin out answers in split-seconds. 
Try a Clary and see. 





THESE 1760 FEET OF TAPE represent just one 8-hour 
day’s work for the world’s fastest adding machine. 
The easy-to-use, all-electric Clary adds, subtracts, 
multiplies and divides at the rate of 188 operations — 

’ , 3. 4 ‘ : ONE TOUCH enters an entire item, 
a minute, as much as 48% faster than other adding Dennis Acaheuminanaaaian 
machines. This means that one Clary has the work figure printed. Hand-span key- 
capacity of two ordinary adding machines. And not _ board with extra add bar for the 
. ‘ ‘ . . thumb makes this possible. All 
just for experts; only ten minutes instruction 


control bars are motorized, no 
teaches you the Clary’s one-touch operation. latches or levers. 


Look for a Clary rca 
in phone book yellow pages. 


Clary does your work faster 


wal of Adding Machines and Bookkeeping Cash Registers 


FREE — Helpful booklet—‘‘Time, People and Equipment” is packed with management ideas 
CLARY MULTIPLIER CORPORATION, Dept. 9-1, 408 Junipero Street, San Gabriel, Coliforni 
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FIRST PRIZE ATLANTIC CITY 
1951 


ONE 
WILL aus, HOUR 
app Me | OFFICE 
“ae . = TIME 
TO 4 . - Me | wie SAVED 
ANY | ) = 4 We > . '# icine 


OFFICE (a Wey S/N IS $1-$2 
‘Wh SAVED 


ee a Pe ' « ing eee 


Cut COLLATING COSTS 


Simple motions with both hands at the same time comply with latest principles to promote highest 
Efficiency yet minimum of fatigue. Assembly of Carbon with second Sheets is simple yet precise 
and easy. Hands do not touch the Coated surface of the Carbon, the assembly is completed with 
saving of time as well as automatic alternating of Carbons on each assembly, thereby wearing out 
each sheet of Carbon evenly, saving on purchase of Carbon. 

This patented device is the result of much study by our Engineers who have made obsolete the 
old ''Model T'’ methods of assembly of Carbon for manifold work in an Office. 

This Kopy Aligner Device was awarded FIRST PRIZE for both Appropriateness and ECONOMY at 
Atlantic City at the Annual Convention of The National Paper Box Manufacturers Association 195!. 
Kee Lox will back up this wonderful device using Kee Lox Kopy Aligner Carbon by sending to 
ANY SECRETARY or PURCHASING AGENT, FREE, no obligation whatever, one Box with 25 Sheets 
of Carbon, the size you use, if requested on the Letterhead of your Company. Only a small 
request of you, but the samples we send will repay you many, many times over. 





Please mail at once 
KEE LOX MFG. CO. 
ROCHESTER |, N.Y., U.S.A. 


Please send FREE samples and Box as above to 


TODAY 


THANKS 


We use Machine, check please 
Electric 
oO 
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eae PF can't happen 
ee » Sth to a Sturgis chair 


& 


*P.F.-Peeled Finish 


When the enamel peels off the steel parts of 
an office chair it costs money and 
inconvenience. Enamel won’t peel off a 
Sturgis chair because Sturgis engineers 
insist on Bonderizing the steel parts before 
spray-painting and infra-red baking. 


Bonderizing insures a corrosion-inhibiting 





surface and a non-conducting, lasting 
bond between metal and enamel. This is 
an example of the plus factor in 

Sturgis engineering which gives Sturgis 


chairs an exceedingly ~ 





long and useful Y You can't see all \ 


life. i the quality that's 
engineered into 
Sturgis chairs. 


The Sturgis No. 1210 
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Clecthic Typing lime 


Typing is easy, fast, and “‘letter perfect’’ 
when your stenographic staff uses IBM’s. 


With IBM Electric Typewriters, they’ll 
turn out consistently beautiful work .. . 
almost without effort. They’ll finish their 
regular typing more quickly . . . have time 
for other important work. 


Isn’t it time your office, too, had IBM 
Electrics? 


-.. For descriptive folder, 
write to IBM, Dept. 
OF, 590 Madison Ave., 


INTERNATIONAL BUSINESS MACHINES - | al New York 22, N. Y. 
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SANITARY BASES 


or all size files S 
$325 es 


Letter Size $355 









‘s 


Ty 


4 
i 4 
2 - 


Legal Size $435 


Check Size $2.40 


20 sizes to choose from. Size and price chart on request. 


LOCATE YOUR RECORDS EASILY 


—No more need of fussing and fuming. 
With Pronto files you can get at all 
records just as easily as in your regular 
active files. 


BEAUTIFUL APPEARANCE — 


Pronto files are beautiful in appearance, 
finished in an attractive olive green. The 
steel drawer front matches your regular 
active office files. 


STURDY CONSTRUCTION— 
Prontos are built of 275-lb. test corru- 
gated fibre board and reinforced with 
steel on the shell and the four corners 
of the drawers. 


SAVE FLOOR SPAGE— Constructed 
so that they interlock into solid units and 
stack as high as the ceiling, saving valu- 
able floor space. 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES. 


PRONTO FILE CORPORATION 


285 Madison Avenue 


New York 17, N.Y 


i 







FOLLOW BLOC 


made for any size 
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OFFICE 
MACHINE STAND 


ASSURES 


A BEAUTIFUL PERFORMER 
THE BEST SUPPORT 


THERE'S A TUSCO STAND solid support for the heaviest, 
FOR ALL THESE MACHINES 


® BURROUGHS 

© MARCHANT 

© ALLEN-WALES 

@ R. C. ALLEN 

© MONROE 

© FRIDEN 

eiBM. 

'@ COMPTOMETER OR 


TYPEWRITER—MANUAL New literature on the TUSCO STAND is now 


OR ELECTRIC 


STMENGTH 


STAMILITY 


DEPEND AMILETY 
PNET MANGE 


TUSCO STANDS COST VERY 
LITTLE MORE—MACHINE 
REPAIRS COST A LOT LESS! 


Tusco Stands provide a combina- 
tion of strength, stability, operator 
comfort and beauty available in 
no other office machine stand. 
Equipped with an adjustable ball 
foot the TUSCO Stand provides 


most active machines on the most 
uneven floors. 


TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue Detroit 8, Michigan 
Established 1921 


ANY 


available. WRITE FOR DETAILS TODAY. 
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There are 


2b O 
STYLES and SIZES 


of 
ACCO 
- FASTENERS 























ACCO FASTENER 











Beginning with the universally used style with 234” 


centers (above) Acco has a fastener to meet your 
every need. Used independently, or in ACCOBIND 
Folders or ACCOPRESS Binders of fine pressboard, 
they provide an immediate and permanent answer 
to the binding problem of every office. Ideal for 
binding loose leaf catalogs, etc. “ACCO-Bound 
Papers are Safe Papers.” 











Products, Inc. 
Ogdensburg, 
New York 























PAPER FASTENERS 
BINDERS ¢ FOLDERS ¢ PUNCHES 


In Canada: ACCO CANADIAN CO., LTD., Toronto 
eeo@eeeeeseeseestseeaeeetseeeee7e7ege @ ®@ 
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...and some more 
of those swell 


VICTOR STENCILS! 


Wise girl. She’s learned that VIC- 
TOR quality STENCILS are unex- 
celled for flawless reproduction of 
typing, signatures and stylus work. 
The long, strong fibres in Victor 
Stencils reduce to a minimum the 
possibility of cut-out letters. This 
extra strength means the stencil will 
hold up perfectly on long runs, too. 
From first sheet to last, Victor 
Stencils give sharp, clear cut copies 
with a uniform “printed” look. 
For top-quality reproduction, 
specify Victor Stencils. No other 
stencil can match them for quality. 


The perfect combination 
for matchless reproduction 
... Victor Blue and White 
Stencils, Victor Duplicat- 
ing Inks, and Victor Cor- 
rection Fluid. 





Ea The VICTOR SAFE & EQUIPMENT CO., Inc. 


VE Coe -) NORTH TONAWANDA . NEW YORK 
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No Walking, Stooping, Squatting! 
Records Roll to Seated Operator... 
with ROL-DEX* by Watson! 


established 1887 


ROL-DEX installation in the Ohio Fuel Gas Company, Toledo, Ohio. 


Busy executives praise the speed and efficiency of ROL-DEX by Watson. 


While production per worker increases 25 to 60%, the ease of operation 


reduces labor turnover. With ROL-DEX by Watson, employees stay on 


the job many more years than with other filing systems. Sealed lifetime 
ball bearings make no noise; increase office efficiency. Mail coupon below 
and learn how ROL-DEX can help your business. 


ROL-DEX DIVISION 
Watson Manufacturing Co., Inc. 
Mik and) Bata. Jamestown 17, New York 


Pending Please send me information about ROL-DEX rolling units 


“ROL-DEX by WATSON Company 
means 
ECONOMY for YOU.” 


Name wai Title 
Address ... 2 . ? Zone 
City ugurtileg Sa ORS ‘nce. 


Peesseaeceess 
Seeeeeeeseseeeeaeasaese 


4 
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Multiplies, divides, adds and subtracts 
fully automatically. 


Gives credit balance automatically. 


Prints all elements of calculations for 
permanent record. 


Gives ready identification of results. 


Permits combined operations — without 
repeating entries. 


Requires less than 20 minutes’ operator 
training period. 


1 4 Has a separate multiplication keyboard. 
Multiplies by automatic short-cut method. 
reasons 


Divides automatically with printed record of 
dividend, divisor, quotient and remainder. 





Prints sub-totals and totals in red. 


Requires only one key stroke to obtain 
sub-total or total. 


Permits entry of two or three ciphers 
with only one key stroke. 


Has both non-add key and clearing key 
electrified. 


Guards against mistakes by 
locking entire keyboard when incomplete 
key stroke is inadvertently made. 


olivetti 
14°" 


fully automatic 
printing calculator 


Olivetti Corporation of America ¢ 580 Fifth Avenue, New York 36 
(over 250 sales and service points throughout the United States) 
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OVER 30 
YEARS 


Reg. U. S. Pot Off. cata ce : 
MANUFACTURED ONLY BY THE MULTISTAMP COMPANY, NORFOLK, VA. rie ay 
MUL TISTA Mp 

& xs 


POPULAR No. 3—POSTCARD 
AND LARGE TAG SIZE 
19*° f.0.b. 


factory 
COMPLETE OUTFIT 


Durable case includes 12 stencils, 
ink, ink brush, stylus pen, writing 
board, type cleaner, correction 
varnish, illustrated instructions. 


THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 


Prints on Postcards - 
Shipping Tags - Luhels 


Boxes ¢ Cartons ¢ Packages 
ALSO FORMS, BULLETINS, MENUS, LETTERS 


Fast, economical, accurate way to make copies. PRINTS 1000 OR MORE CLEAR COPIES 
FROM ONE STENCIL, ONE INKING. Simply type, write, trace or draw on stencil, snap it 
on, and print on postcards, boxes, cartons, tags, labels. . . . much like using a rubber stamp. 
NO moving parts, of non-corrosize METAL, lasts indefinitely. Replaceable ink pads. With 
supplies in handy, durable case. 8 complete outfits, $9.50 to $99.50. Write for FREE FOLDER. 


AT YOUR OFFICE OR SHIPPING ROOM SUPPLY DEALER 
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HERE'S WHAT HAPPENED IN \HARVEY, 


POPULATION 


WHEN «._.2000°.. 
TOPflight Cash Registers 
CAME TO TOWN! 


HERE’S WHERE IT HAPPENED — at 
‘ Calumet Business Supply, an office 
equipment store in Harvey, Illinois. 
People in Harvey are close to Chi- 
cago — but they like to buy locally. 
This could be your trading area... 
your town... your store — where 
people prefer to buy locally, too. 


COME ON, STEP UP TO THE i] 
WINDOW. It’s a typical window * 
of a typical store on a typical 
street in a typical town. It shows 
what the store has to offer... it 
contains the latest display ma- 
terial for the product that sold 
like hot cakes the first day it 
hit Harvey. It could be the win- 
dow of your store! 


4 FOUR SALES TO FOUR CUSTOMERS. 

Calumet’s Tom Pearson (right) 
demonstrates the extra values of 
TOPflight to his first prospect. He 
made four demonstrations in three 
days—and sold four Remington 
Rand TOPflight Cash Registers. 
This could be you. 
The new low cost Remington Rand 
TOPflight Cash Register can make 
money for you because it has terrific 
acceptance everywhere. Send today for 
full information, or call your local 
Dealer Sales Representative. 


Memington. Ftand. 
Dealer Sales Division 
315 Fourth Avenue, New York 10 


THe Orrice—January, 1952 5] 
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ROSE Research brings you the answer... 


You, too, will find “Sta-Clean” Spirit Carbons and Master Units* turn 
Out better work on any duplicating machine. You get clean, sharp 
impressions, longer runs, complete freedom from staining, bleeding 
and offset. No soiling of hands or clothing, thanks to our protective 
metallic coating and Gold Sealed edges. 


Remember, Rose specializes exclusively in Duplicating Carbons and 
Master Units. Rose research means dependable laboratory-tested products 
which have repeatedly established new performance standards in the 
field of spirit duplication. 


You follow the leader—when you specify “ROSE” 
* Available in Black, Blue, Purple, Red and Green 


R4S3SE RIBBON & CARBON 
¢ 7 MANUFACTURING CO., INC. 


GENERAL OFFICES AND FACTORY ; HARRISON. N. J. 
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SMEAD’S TELL-1-VISION SYSTEM 


REG. US. PAT OFFICE 


Here's how jt works... 


READS LIKE A 800K 
LEFT T0 RIGHT- 
GROWS AS NEEDED 


~ 








- SMEADS 
, 
\ Nw 


By using Smeod's Tell-!-Vision filing system, you can 
reduce filing time. The alphabetical-color signal 
system for finding — and the numerical-color signal 
system for replacing — make filing easy, fast, and 


occurote. Colorful Pi lastic Tabs 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOu 


THE Smead MAWorActuRIne CO., NC.-HASTINGS, MINNESOTA 
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It's easy as "A-B-C’ 
to get better reproduction 
with @ 
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Operators’ Favorites 
Simple 
“Velvet Touch” 


MONROES 


Monroe 
Fully 
Automatic 
Adding- 
Calculator 





The day’s work speeds along A Series 400 


with a Monroe—whichever model a Adding 
business uses. For Monroe has ee 
machines for every type of figuring 
and accounting; all of them built 
with the latest time and labor 
saving features. Whether a business 
is big or small, simple, trouble- 
free Monroe machines turn out 


more work with less strain Series -191 


: a. he Monroe 
on operators. os \ Be e Bookkeeping 
oe 


MONROE 


MACHINES FOR BUSINESS 


MONROE CALCULATING MACHINE COMPANY, ORANGE, NEW JERSEY, U.S.A. 
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When competition gets keen... when buy- 
ers compare... sales depend on cuality of 
product! 


For years Schweitzer have been safeguard- 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of abserb- 


PETER J. 


Mills at: Elizabeth & Spotswood, N. 


LARGEST SPECIALIZED PAPER 


SCHWEITZER, 


J. 


LABORATORIES IN 


ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 
in performance. 


Carbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


Address inquiries to Elizabeth, N. J. 


THE UNITED STATES 
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here is an office for you... 


Again Security takes pleasure in presenting another one of its famous 
CRESTLINE Office Scenes. This office will do a wonderful job for you as 
it is used in Security's advertising. You will find it of tremendous attention 
value to attract and to pre-sell your best prospects . . . those prospects 


whose interest lies in having the finest possible office furniture and 


equipment in the field today . . . Security's CRESTLINE. 


SECURITY STEEL EQUIPMENT CORPORATION, AVENEL, NEW JERSEY 





AORN 








dt 





ane 
po 


ee ENR ~ DORA niin at «Slo 


MINIMUM ORDER 
AS LOW AS 100 
ee 
PRINTED HEADINGS 


Also available without 









































printed headings 


All sheets punched to fit 
cS ielalelel ae Mam oliale (ta 3 
Sheet Sizes: 9'4’’x1178", 
Tis ta xi7". 


dead for samples 
aud exceptionally 
low prices today 





1619 WALNUT STREET, PHILADELPHIA 3, PA. 
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VO pe, IMNONE 


Wood Furniture 


For the modern office setting a new concept of attrac-: 
tive appearance plus maximum utility and flexibility 
is.made possible by Rock-a-File Modular Wood Furni- 
ture. Smart design in the mode:n tempo, combined 
with unitized construction, allows the Rock-a-File 
Modular components—desk, storage cabinet, waste- 
basket, telephone section, file cabinet, drawer sec- 
tion, typewriter shelf and bookcase—to be set up in 
various combinations as a complete and harmonious 
furniture layout. Combinations designed to suit the 
needs and tastes of every individual whether 
executive, stenographer or clerk, are readily 


For complete details, write today for catalog and price list. 
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. new! peor? 


* greater efficiency 


*h 
"Oader Hexibitiny, 


arranged with Rock-a-File Modular Wood Furniture. 


Rock-a-File Modular Wood Furniture consists of 
wesk, corner cabinet and two basic units—desk base 
unit and alternate unit with choice of components. 
Solid core, quarter sawed, genuine walnut veneer on 
hardwood base is used throughout with tongue-and- 
groove construction. All exposed edges are banded. 
Solid walnut handles on doors and drawers. Desk 
drawers fitted with lock having two keys. File cabinet 
is popular Rock-a-File, side-opening compartment 
type, all-steel interior construction. 
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Simplest of all ways to Figure 
is on the T) . | 


iets is the fully-automatic Calcula- 4 

tor that does more kinds of figure-work 

with fewer operator decisions than any 

other calculating machine ever devel- iss = 


oped. Thus every kind of business — 
large or small, and no matter how 


specialized — is more efficient when The Thinking Machine 


lriden takes over the figuring. 


Payroll, inventory and invoicing cal- of Ameriean Business 


culations... percentage and interest... 
figure problems of engineering and 
production —all are processed swiftly 
by the Friden. So automatically no 
special operator training is required! 














Automatically 


it takes work 
out of figure-work 





Figure on a Friden...Call in the Friden Man near you. Learn Friden applications to your business. 
Friden sales, instruction and service available throughout the U.S. and the world. 
FRIDEN CALCULATING MACHINE CO., Inc., San Leandro, California 
© Friden Calculating Machine Co., Inc, 
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VIZ-ABLE CARD 
FILING FACILITIES 


7 


eo 
Ve 


Srelbnas “ox i “4 
Wr S76 OI. IRA 


Pane ) BUILD-UP 
AS-YOU-GO-ALONG - 
. and watch it grow! 


Security cabinet locks 
available to dose al 
drawer sections. 


Easy removability of 


Perfectly adaptable 
for all systems ef 
signals, Pick your own. 


Uniform visibility ef 
pockets—full .0025 


Smart plestic herd- 
ware — double card 
holders for fuller in- 


Easy pertabdility— 
workability and access 


te drawers—short 


asco international, Itd. 170 west 233 st., new york 63,n. y- 
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Sreclmas 'E% 
22. ables’ 


VIZ-ABLE CARD 
FILING FACILITIES 


BUILD-UP 
AS-YOU-GO-ALONG 
. and watch it grow! 


The Handy 


td 


the lowest cost 
VIZ-ABLE System 
in the world! 


FUTURA 


FoR 
CARD SIZE 
+ 
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Is your paper work done 
horse-and- wagon style? 


“It was good enough for grandpa” 
philosophy is a luxury no modern busi- 
ness can afford. Paper work methods 
that call for writing, copying and re- 
copying are a hobble that holds back 
production while operating costs rocket 
skyward. And it’s here that the Colitho 
“‘one-write’’ system brings paper work 
up to the level of jet propulsion and 
atomic energy. 

Colitho Offset Master Plates readily 
convert any business form into a 
‘“‘one-write” system. A fill-in by hand 
or with any business machine gives 
you a long life master plate ready to 
print on your offset duplicator. You 
get exact coples—in any quantity— 
without transcription errors. 

There’s too much economy and effi- 
ciency wrapped up in the Colitho 
‘“‘one-write” idea for you to pass it by 

without a second look. Write 
for the Colitho Manual today. 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 


101-1 Herb Hill Road 
Glen Cove, L. L., New York 


Colitho Plates are 
adaptable to purchas- 
ing, manufacturing, 
distribution, selling, 
billing and accounting 
forms. 


OFFSET MASTER PLATES 


Colitho plates and supplies make any 
offset duplicator a better duplicator. 
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NATIONAL CONFERENCE CALENDAR 


National Office Machine Dealers Assn., 
Mid-Winter, McAllister Hotel, Miami, 
Jan. 11-14; Annual, Baker Hotel, Dal- 
las, June 16-18. 

American Management Assn., 
management, Hotel Biltmore, Los 
Angeles, Jan. 14-27; Personnel, Pal- 
mer House, Chicago, Feb. 18-20. 

Office Management Assn. of Chicago, 
Conrad Hilton Hotel, Chicago, Feb. 
25-28. 

National Office Furniture Assn., Haddon 
Hall, Atlantic City, April 23-25. 

National Office Management Assn., San 
Francisco, May 18-22. 

Insurance Accounting & Statistical Assn., 
Netherlands-Plaza Hotel, Cincinnati, 
May 19-21. 

National Retail Drygoods Assn., Control- 
lers’ Congress, Roosevelt Hotel, New 
York, May 26-29. 

Life Office Management Assn., Spring, 
Broadmore Hotel, Colorado Springs, 
May 26-27; Annual, Chalfonte-Haddon 
Hall, Atlantic City, Sept. 22-24. 

Assn. of American Railroads, Accounting 
Div., Book-Cadillae Hotel, Detroit, 
June 10-13, 

National Assn. of Cost Accountants, 
Waldorf-Astoria Hotel, New York, 
June 15-18. 

National Secretaries Assn., Washington, 
D. C., July 23-25. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Oct. 4-9. 

Controllers Institute, Book Cadillac & 
Statler Hotels, Detroit, Oct. 5-8. 

American Institute of Accountants, 
Shamrock Hotel, Houston, Oct. 6-9. 

Institute of Internal: Auditors, Roosevelt 
Hotel, New York, Oct. 14-16. 

National Institute of Governmental Pur- 
chasing, Edgewater Beach Hotel, Chi- 
eago, Oct. 19-22. 

National Business Show, Grand Central 
Palace, New York, Oct. 20-25. 

National Assn. of Bank Auditors & Con- 
trollers, Hotel Schroeder, Milwaukee, 
Oct. 27-30. 


General 
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IN THE FULL SENSE 
OF THE WORD... 


KIL-KLATTIER 


PADS MAKE YOUR OFFICE 


“quiet-er” 


Kil-Klatter pads are scientifically 
designed to absorb the shock and 
deaden the noise of typing. They 
are constructed of genuine long-life 
OZITE felt, with skid-proof bot- 
toms and dent-proof tops. 


For an office that is really “qui’et-er,” 
for greater efficiency, and for more 
pleasant working conditions, order 
Kil-Klatter pads for each and every 
one of your typewriters. You can 
obtain them from your stationer or 
office supply dealer. 


Remember, Kil-Klatter pads will 
help to quiet other office machines, 
too. 
t tati 
$1.25 ctice supply decter 
AMERICAN HAIR & FELT CO. 


Dept. T21, Merchandise Mart, Chicago 54, Ili. 


Tee 


~o~s i i i ia 


THE SCIENTIFIC TYPEWRITER PAD 








a 





and they all need faster figure work! 


The Remington Rand Printing Calculator fills the vital need for fast, 
accurate figure work. Today it’s more than ever necessary to keep our 
mobilization program growing —to offset personnel shortages —to cope 
with increased figuring loads. 

With the Printing Calculator, operators turn out more figure work in 
less time — with new ease and confidence. You get short-cut multiplication 
and automatic division combined with lightning-fast addition and sub- 
traction — and proof of figure accuracy printed on the tape. 


¢ 
¢ 


I LC ae Le 


Room 2476, 315 Fourth Avenue, New York 10, N. Y. 
Please send FREE booklet on the time-saving, money- 
saving Printing Calculator. 
Name _ Title. 
, Company _ 
The Remington Rand Address. eee ae een Se , 
Printing Calculator City a State_ 


emecaceweaeaacaeee ee = yg 
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> “OPERATION 


U. S. Army Photo 


Pfc. Donald P. Eggart in his hand carved "office reception room" in Korea. 


WILLIAM HURD HILLYER 


FFICE work implemented by office 

equipment is the nerve system of 

national defense. Without these 
mechanisms our Armed Forces could 
no more function than could the bodily 
members of any other sentient organism 
lacking nerve tissues. <A piece of signal 
wire is strung at the Korean battle- 
front, an anchor chain is provided for 
one of our Naval vessels, aircraft as- 
semble and take off, Army supplies go 
forward to destination domestic or over- 
seas—all literally on paper. 

Firsthand observation in Washington, 
where the defense  system’s central 
ganglia serve to coordinate and direct, 
reveals not only the vastness and neces- 
sity of office equipment defensewise, but 
the untrumpeted fact that officialdom is 
looking for ways to curtail red tape and 
cut down the number and volume of 
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forms employed. Modern office methods 
and mechanisms are helping to achieve 
this objective. 

Official forms, long viewed as just a 
sort of printed matter, have been sub- 
jected to such scientifie analysis during 
the past decade that their improvement 
within that time exceeds all their ae- 
cumulated betterment heretofore. The 
first government move towards extensive 
control and standardization was made 
early in World War II by the War 
Production Board, which sought to re- 
duce the administrative complexity 
caused by the employment of uncon- 
trolled and uncoordinated forms. The 
initial effort was a “howler.” Layouts 
were complicated  time-eaters; sheet 
sizes were so large that they could be 
typed only on the widest carriage type- 
writers, possessed by few private con- 
cerns and unpurchasable at that time be- 
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cause all typewriters were frozen. Stung 
by public criticism, WPB started a 
forms program with the result that only 
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U. S. Army Phote 


E will begin with the Army and 
a single family of forms of mani- 
folding or reproduction type. 
One time during the active phase of the 
last war, many army and navy forms 
orders had to be cancelled because they 
were so diverse that they could not be 
delivered on time. Therefore, to poke 
simplification through this bottleneck 
and at the same time save manpower, 
supplies, files, floorspace and paper, the 
Commanding General of the Army 
Service Forces vested in the Adjutant 
General full authority to work out con- 
trols and standardization of all printed 
or duplicated forms. 
Inventory recapitulation showed that 
a total of 213,628 known forms were be- 
ing used by the Army Service Forces. 
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forms of boxed design were sent to the 
public—all clear, concise, understand- 
able, labor-and-paper saving. 


Pfc. Paul D. Warrington and Pfc. Gregory L. 
Stand with an Underwood typewriter work 
on records in the field at Speyer, Germany. 


in the Army 


Nearly a quarter of a million forms were 
reproduced or printed at least four times 
a year, stocked and inventoried by 2,000 
separate controlling offices. 

To implement the revised program, 50 
analysts and designers were recruited, 
and 250 more were trained—all bent on 
the task of redesign and consolidation. 
As a technical guide they compiled the 
now famous Manual M703-6 on 
Standardization of Forms. Within 18 
months, the Army had made a net forms 
reduction, allowing for discontinuances 
and additions, of over 72%. Even 
greater than the saving in form costs 
and distribution has been the increased 
efficiency of operations and economy of 
administration. However, the Army be- 
lieves there is a limit below which forms 
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eduction cannot go. 


It’s poor economy to eliminate forms 
f letters must be substituted. To para- 
hrase a trite saying, an Army moves 
mits paper. Eliminate all forms and 
you have millions of individual letters— 
2 most wasteful condition. One must be- 
ware ot regarding the standardized 
‘orm as just a pretty picture. A form 
neans something: it represents pro- 
‘edures and their simplification. Forms 
lo evoke pictures. Take one of the 
nost essential and at the same time 
nost dramatic, standardized Army type 
ot form, the Shipping Document. 

Description of this form’s use en- 
‘isions vast material moving from fac- 
ories and storage depots through ports 
of export and of embarkation to sustain 
lnele Sam’s fighting forces overseas. 
‘he Shipping Document and the office 
quipment for its production and han- 
lling is illustrative of paperwork meth- 
ls for defense. Army Headquarters 
Forms Control classifies it as “specialty- 
type,” a term applied to multi-copy sets 
vith interleaved carbon snap-out, con- 


tinuous strips and fanfold séts, repro- 


lucible master forms, and the like, cov- 
‘ring most of the forms used on ma- 
‘hines. Some 4% of Army forms are in 
his category which includes (in addition 
0 the document we are looking at) Ven- 
lor’s Shipping Document, Casualty Re- 
port, Military Receord-Separation Re- 
t, Soldier’s Qualification Card. 

feature of the Army Shipping 
Document is its adaptability to all kinds 
of office machines. In this respect it is 
believed to be somewhat ahead of com- 
parable civilian procedure. It is de- 
signed to effect the movement of Army 
materiel from originating points through 
intermediate to final destination, by use 
of one form. That form is produced at 
the originating point in quantity ade- 
quate for the entire movement through 
depot, warehouse and port to ultimate 
point of delivery. The whole operation 
is accomplished without preparing any 
other shipping, receiving, reshipping or 
accounting paper. 
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Many Army agencies are concerned at 
every stage of the journey from the time 
a shipment starts on its way, and each 
must have requisite information for its 
particular job. The completed Ship- 
ping Document combines all these neces- 
sary data and tells whither the shipment 
is going and what it consists of; how, 
when and by whom it was shipped. Fur- 
thermore, the document is so designed 
as to present the information in an 
orderly manner. To the left of the stub 
are data everyone wants, to the right are 
data of value either to shipper or re- 
ceiver. Stub on white copy (for ex- 
ample) is useful to domestic receiver; 
stub on pink copy is wanted by the 
port; yellow stub information is of in- 
terest to the shipper. 

All copies—yellow, pink, white—are 
prepared from a paper offset master 
which carries the document format and 
all the shipper’s information, but is used 
for reproduction purposes only : 

(1) to make the yellow copies, which 
tell what to pack and how to mark the 
boxes; 

(2) to reproduce final white or pink 
copies for the shipper, after notations 
are made on the yellow copies showing 
(a) how many items have been actually 
packed, (b) in what manner packed, and 
(c) the car in which they were loaded. 
This additional information, transferred 
to the same master, therefore appears 
in the shipper’s final copies. 

Since the number of copies required 
makes “preprints” impracticable, use of 
masters is necessary. The order copy 
masters contain the body, of the form 
as well as stub; they are continuous 
flat-folded or in rolls, punched for tabu- 
lator and separable into single sheets 
for typewriter. By combination of off- 
set and earbon ribbons, the order copy 
and the three other “copies” with their 
various stubs are reproduced: the prop- 
erty overseas and price copies. 

This single form has replaced over 
1,000 previously used forms such as 
tally-outs, packing lists, shipping and 
dray tickets, tally-ins, dock tallies, hatch 
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lists, ete. Its use saves the Army many 
million dollars a year, say departmental 
experts. 

However, there’s more to the Ship- 
ping Document story than just money 
savings. Our armies overseas, to say 
nothing of those at domestic bases, have 
to know what is en route to them so they 
ean plan the use of the supplies with 
accurate knowledge. This end has been 
achieved by the simplified Army Ship- 
ping Doeument—one basie form involv- 
ing four to six million operations a year 
(World War IT volume) yet replacing 
the 24 to 32 million operations formerly 
necessary, and saving some 95 million 
pieces of paper. 

Let us see how office work speeds ¢ 
tangible object in the interest of de- 
fense. We will take something simple. 
the newly developed Army field wire, of 
recent hush-hush emergence, weighing 
only 26 lbs. per half mile when packed 
in its dispenser. It can be laid by one 
man; was developed at the Signal Corps 
Engineering Laboratories; contains no 
rubber; weighs 46 pounds to the mile 
compared with 140 pounds per mile for 
the field wire used in World War IT. 

Before a length of wire or anything 
else ean be started on its way to opera- 
tional levels, it must be subject to the 
Supply Control System of the Signal 
Corps. This system is a plexus of 
policies, procedures, records and _re- 
ports enabling the Chief Signal Officer 
to keep track of what is where, when. 
The system elicits and accumulates de- 
mands from all Government agencies 
needing items of Signal Corps supply. 
Against that demand it applies all re- 
available to the Chief Signal 
Officer other than procurement, so that 
the quantity required from procurement 
(purchase) can be determined. Manda- 
tory is the instruction that “all essential 
data concerning the supply and demand 
status of an item” (in our ease, a half- 
mile of the new Army field wire) “be 
compiled, kept up-to-date, and consoli 
dated in a form which will enable utiliza- 
tion of those data for effective control 


sources 


of supply.” 

This official requirement, of course, 
envisions numerous and complete card 
files, manuals and memoranda, together 
with typing, computing and reproducing 
equipment. The final result appears in 
the form of a consolidated Supply Con- 
trol Study on Department of the Army 
Form 487. A systematic maze of opera- 
tions, both clerical and analytical, are 
necessary to the realization of usable 
data on Form 487 and all of the require- 
ments and supply data are funneled into 
the final portion of the supply control 
hopper for entry on the 487 Supply 
Control Form. 

Since Army field wire (official nomen- 
clature WD-1 ( )/TT is of major im- 
portance in equipping Uncle Sam’s fight- 
ing forees with modern communications, 
it is tabbed a principal item and travels 
the gauntlet of Supply Control every 
30 days. Of the hundreds of Signal 
Corps supply items, over 100 principal 
items are periodically reviewed by the 
personnel of the Procurement and Dis- 
tribution . Division in Signal 
Headquarters in Washington, in 
same manner as WD-1 ( )/TT Wire. 


JOIN THE MARCH OF DIMES | 
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Space is limited aboard a submarine 
so the yeoman's working quarters 
makes the ultimate use of office space. 


in the Navy 


U. S. Navy Photo 


OT outdone by the Army in simpli- 
fied procedures, the Navy permits us 
to follow the smooth course of an 
anchor chain from its plan of procure- 
ment until its delivery on shipboard. 
Each step involves paperwork with 
appropriate forms. Methods of obtain- 
ing other articles vary with their charac- 
ter and quantity, but the manner, re- 
specting all initial stocks, is similar. 
The head of the Miscellaneous and 
Navigational Branch in the Bureau of 
Ships learns from an official bulletin 
that anchor chains will be required in 
the construction of recently authorized 
vessels. A memo to the Miscellaneous 
Equipment Design and Maintenance 
Section results in the typing out of a 
4-page Request for Procurement, with 
Procurement Route Slip attached where- 
on the poster gothic blockletters fairly 
scream for speed. This form is then for- 
warded to the particular Ship Type 
Branch which has the responsibility for 
that sort of craft. 
The Planning and Estimating Branch 
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receives the request and fits it into the 
overall financial frame. Approval by 
the head of the Ship Technical Division 
is next required, because his funds are 
to be expended. Approved by Ship 
Technical, the request goes to the Ma- 
terial Control Division where it 
signed a priority by the Production 
Control Branch, thence to Material Re- 
quirements Branch for insertion in the 
controlled material schedule. The Com- 
mitment and Obligation Section of the 
Fiscal Division now receives the request, 
strictly for accounting purposes. 

Our anchor chain request finds har- 
borage at the Central Desk in the Con- 
tract Division, where bid invitations are 
prepared and advertised through the 
Washington Navy Purchasing Office. 
After bids are opened that division 
awards the contract. According to con- 
tractual terms, the anchor chain is de- 
livered by a specific date to the proper 
Naval Activity; in this instance, the 
yard where the ship is being built. 

A dozen different branches, divisions 


iS as- 
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This Procurement Route Slip is attached to the Request for Procurement. 
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Part of a large installation of visible record card files in the Navy Department at Washington, 
D. C., made by Victor Safe & Equipment Co. 


and bureaus, eight of them listed on the 
Procurement Route Slip, have a hand 
in this anchor chain project before the 
chain itself is unloaded at the shipyard, 
each office or agency keeping appropri- 
ate records as the project is passed 


Yeomen on duty in 

the captain's office 

aboard a light 
cruiser. 
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along. All this is accomplished in the 
Navy by two torms—the Procurement 
Request with attached Route Slip and 
the Contractural Agreement—which 
carry the case from start to finish. Off- 
set forms are used throughout. 


U. S. Navy Photo 


% 








EFUSING to be anchored by the 

chain we have just accomplished, 

we'll travel to the Air Force and see 
how things are done in that fast mov- 
ing domain. 

“The primary difference in statistical 
set-up of the Air Foree as compared 
with Army and Navy is that Air has a 
centralized system with a foeal agency 
serving each echelon of command, while 
that of Army and Navy is de-centralized 
within each major staff activity.” The 
speaker was Lt. Col. Harris Owens, 
Headquarters Air Foree Statistica! 
Services. “Pre-war Air, like Army and 
Navy, was decentralized. We used to 
have 13 independent statistical organiza- 
tions in this headquarters alone, with 
similar conditions prevailing in lower 
echelons—13 different pipelines of in- 
formation from field activities through 
higher echelons into top headquarters, 
not controlled nor integrated. 

“This state of affairs resulted in 2,500 
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Air Force personnel using Coxhead DSJ 
Composing Machines to make photo offset 
masters for printing record forms. 


in the Air Force 


separate reports largely overlapping or 
duplicating. It imposed a huge paper- 
work load from the field up, but failed 
to provide the swiftly organic assembly 
of data demanded by a wartime Air 
Force that was mushrooming from about 
30,000 officers and men in 1939 to many 
millions in 1944. During the war a ¢cen- 
tralized method of gathering and dis- 
tributing statistical data was developed, 
and is today Air Force policy.” 

It should be noted that Air Headquar- 
ters stressed the speed and plane mor- 
tality peculiar to air operations as one 
reason why its choice is limited to a 
centralized statistical system. 

“In point of fact,” Lt. Col. Owens 
tells us, “a flash ‘strength’ report as of 
Friday will be globally delivered by 
Wednesday or perhaps sooner. A mil- 
lion people  planet-wide (including 
civilians) will be directly or indirectly 
informed and affected in a matter of 96 
hours. I haven’t the figures before me, 
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but it’s common knowledge that the 
U. S. Air Foree, with its $20 billion 
budget, is the world’s biggest business. 

“How does the Air Foree cover so 
quickly such far-flung and fast-moving 
magnitude? The answer, in three words 
is paper and office machines. Only cer- 
tain field-level memos are handwritten, 
practically nothing is head-computed. If 
Air had to gather, assemble, and even 
try to analyze all its information man- 
ually, the Force could not operate. Tabu- 
lating card machines achieve flexibility, 
merge and interpret management data, 
so that the results can be used at 
Commander Level, Wing Level, Signal 
Level. In other words, all information 
is usable at all levels. The function per- 
formed by electric accounting machines 
in Statistical Services is of vital im- 
portance in supplying mathematically 
processed data to the entire Air Force, 
because its command levels are thereby 
supplied with indispensably accurate 


and timely reports.” 
The Accounting Division of Air Force 
Statistical Services is responsible for 


the development and application of re- 
porting system methods and techniques. 
It is further responsible for the imple- 
mentation of electrical machine account- 
ing. Basie data originate in a lower 
echelon, usually a squadron or group. 
From this lower level the reports go up 
through intermediate echelons to major 


\ od 


Burroughs Payroil 
Machines being 
loaded into an Air 
Force plane for ship- 
ment to Eglin Air 
Force Base, Fla. 
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punched 


commands. At each major command 
headquarters (and some sub-commands 
and wings) are punch-card tabulating 
machines wherein suitable data are 
and summaries mechanically 
prepared. Thence such data, now sifted 
and processed, move to the Statistical 
Services Directorate at the Pentagon. 

The directorate prepares from these 
incoming reports, tabulations, graphs, 
charts and statistical folios which, in 
the guise of “internal reports,” are dis- 
tributed to the various Air Headquarters 
staff agencies. In addition, the internal 
reports are sent to the Secretary of De- 
fense, the Departments of the Army and 
Navy, the President, Congress, the Bu- 
reau of the Budget and other Govern- 
ment agencies, the Joint Chiefs of Staff, 
the British and Canadian Air Forces. 
These internal reports motivate the 
directives and policy formulae at the 
highest strata. 

Air Force Statistical Services, which 
is under the Deputy Chief of Staff 
Comptroller, is definitely an office affair. 
It is in the business, as we have re- 
marked, of gathering usable formats 
and disseminating them for benefit of all 
concerned. It processes status, progress 
and inventory reports on personnel, 
training, supply, aircraft, costs, opera- 
tions, equipment, maintenance and re- 
lated subjects. Tasks of the Statistical 
Services Directorate include (a) man- 











agement of worldwide reporting; (b) 
control of reports to prevent duplication 
and overlapping of information; (c) 
preparation of directives; (d) collection, 
audit, and machine or manual processing 
of data. Air Foree punched card ma- 
chine management is the responsibility 
of Deputy Chief of Staff Comptroller, 
Technical Liaison Group, which has 
technical supervision of the entire sys- 
tem and, as its name implies, maintains 
overall coordinating contracts. Use of 
caleulating and tabulating accounting 
machines causes a clearly demonstrable 
saving. 

Air Force policy envisions central 
punch-card accounting services for all 
Air with maximum use of 
equipment. Commanders are encouraged 
to investigate the effectible economies of 
punch-card accounting mechanisms. The 
using agencies are severally responsible 
for machine rentals. 

So vast a nexus of information chan- 
Mnels and controls will of necessity breed 
fa “bug” here and there. One of these is 
ithe delay in spreading the subject data 
Hrom preparing-units to Statistical 
Service agencies equipped with electric 
Accounting machines. Research looking 
to the elimination of this difficulty is 
bow in full blast at the U.S. Bureau ot 
Btandards for Army and Navy as well 
as for Air Foree. Communications 
equipment is being developed that will 
transmit volumes of information from 


agencies, 


This is perhaps the soldier's most important 
paperwork—letters home. 


magnetic tapes to TWX, or will radio 
to magnetic tapes at another headquar- 
ters, in a matter of seconds. From these 
tapes, cards are cut which will magically 
reduce the present lag in Statistical 
Service reporting. 

Before we leave the atmosphere ot 
Air Force Headquarters, a little flight 
through the coextensive realms of firma- 
ment and imagination might prove 
wholesome. Our episode will stage the 
transfer of a certain airplane 110B from 
Group or Base A to Group or Base B. 

As a first step the requirement, among 
others, reaches the Pentagon (HDQ 
USAF) from one or more of the 18 
commands and, after circulating through 
three offices, emerges as a threefold Or- 
der from SC-X-61 with its appurtenant 
pinks and yellows. It goes immediately 
to Air Director of Operations (ADO) 
in Headquarters Air Materiel Command 
(HDQ Ame). That command queries 
the “possession” Major Command <A 
Headquarters for serial number with 
date of plane’s availability and = gives 
preparation instructions and project 
number. 

Headquarters A Major Command then 
forwards to possessing unit of Base A 
identifying information ineluding avail- 
ability date. That unit submits to Sub- 
Command A the 110B  change-to- 
project code and transmits availability 
date direct to Air Director of Operations 
(ADO). Meanwhile the plane is physi- 
cally prepared for transfer. By tele- 
type Major Command A Headquar- 
ters flashes the message to the appropri- 
ate division of Statistical Services, which 
changes to project code and also changes 
the assignment in 110B deck. The re 
sultan: Aircraft Summaries are sent io 
USAF Headquarters at the Pentagon. 

When ADO receives the data from 
Base A, it prepares assignment notifica- 
tions: one to Statistical Services, one io 
the “losing” Command <A, one to the 
“ooinine”’ Command B along with Crew 
Request. Command HDQ 
voucher number to assignment notifica- 
tion and forwards to Base A. Mean- 


ASSIZDS 
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Monroe Calculating 
Machines in use at 
Wright-Patterson Air 
Force Base, Dayton, 


Ohio. 


while Major Command A HDQ reports 
to Statistical Services at Air Materiel 
Command Headquarters the “loss” (by 
transfer to Command B) of the plane 
110B) and, through medium of AF 
Form 104-C drops accountability there- 
for. In like manner Major Command 


B HDQ, having received from ADO the 


assignment notification and crew re- 
quest, forwards the latter to Base B. 
Now for swift, dramatic action. Base 
A has prepared AF 104-C, distributing 
one copy to ADO, one to the Account- 
able Officer releasing Command <A, and 
a third with the aircraft papers. Base 
B has dispatched a crew for 110B which 
upon its arrival at Base A receives the 
plane and signs for it. Base A, after 
sending out more copies of AF Form 
104-C—one each to accountable officers 
respectively of the releasing Command A 
and the reeipient, Command B—releases 
the aireraft. The plane takes off and 
is received by Base B, which reports the 
110B gain to Command B. Exchange 
hy radio has coordinated the aircraft 
loss and gain between the two bases. 
Finally, Base B reports the 110B 
vain to Major Command B HDQ, which 
in turn transmit that gain to Air Ma- 
teriel) Command HDQ. There the in- 
formation is received by Statistical 
Services, which makes appropriate en- 
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tries so as to reflect the change of pos- 
session in 110B permanent inventory 
file. 

The importance of machine account- 
ing in Defense office procedure is indi- 
cated by the proportion of machine 
records personnel. A flashback to Air 
Force Statistical Services Headquarters 
spots an example. Surveys, there ana- 
lvzed, disclose that the personnel alloca- 
tions for a typical Statistical Services 
office or unit are in this approximate 
ratio: 

Per cent of 

Section total personnel 
Command or Executive 
Aircraft and Equipment 
Personnel and Training 
Operations and Planning ..... 10 
Reports Control " 
Field Services 
Graphie Presentation 
Machine Records 


Volume of report and 
preparation performed in the machine 
accounting section is immense, because 
it provides an overall service function 
for each and every branch of Air Statis- 
tical; hence the preponderance of per- 
sonnel allotted to machine record keep- 


ing. 


processing 
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MONG the big aircraft suppliers for 
Co. 


defense, the Glenn L. Martin 
goes allout for machinery math as a 
} prime element in production. Besides 
‘the higher degree of accuracy, says 
Martin, the savings in engineering man- 
hours have been mounting since auto- 
matic calculating equipment was in- 
stalled a year-and-a-half ago. An esti- 
smated 150,000 manhours have been 
saved during that time by electronic eal- 
culating equipment in Martin’s aero- 
dynamic department alone. 

“Outside of the thousands of hours 
of routine analytical work that would be 
required without them,” say the Martin 
people, these machines have a record “of 
successful accomplishment on jobs 
so extended or complex, that they could 
never have otherwise been undertaken 
at all.” 

Two types of automatic computing 
machines are used at Glenn Martin 


Co. The Reeves Analogue Computer, or 


REAC, can handle simultaneously a 
number of complex operations. REAC 


80 


Punched card equipment in the office of 
Emerson Electric Mfg. Co., St. Louis. 


in Defense Plants 


is used in the simulation of actual 
flights, both of aircraft and missiles. 
With aid of the Analogue Computer, 
“investigations of dynamic stability” are 
often conducted in the laboratory as a 
matter of routine, rather than between 
heaven and earth as formerly. Stripped 
of technicalities, here’s the procedure: 

Responses of the airframe to its flight 
controls are translated into differential 
equations, which are loaded into the 
machine. REAC then becomes a flight 
behaviour stand-in for the subject air- 
frame. As a second step, the flight con- 
trols system of the airframe is physically 
set up alongside REAC, with which the 
system is then connected by wires. In 
the cireuit is a gyroscope, which plays 
the same role as in a regular flight, sub- 
ject to certain standard corrections, such 
as elevator motion to produce pitching 
moment. 

A signal—as if from a ground control 
guiding a missile, for example—is re- 
layed to REAC, which thereupon alters 
its flight altitude according to pre-im- 
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planted mathematical terms. REAC’s 
reaction generates a new impulse de- 
seribing a resultant wobble or other ef- 
fect. This responsive signal from the 
analogue computer passes through the 
gyro and reactivates the control system. 
Quickly that system completes the cycle 
of intelligence—the word is not out of 
place—by sending a corrective or con- 
firmative reply back to REAC. 

The other group of automatie comput- 
ing mechanisms in use at Glenn Mar- 
tin consists of machines operated by 
punched cards. In this eategory con- 
ventional tabulating equipment is used 
for handling production controls, pay- 
roll and other standard accounting, as 
well as in other engineering depart- 
ments. For advanced mathematical 
work in aerodynamics, however, a hook- 
up of the Card Programmed Calculator 
(CPC) with conventional punched eard 
units is employed, among other things, 
for reading data from cards, perform- 
ing arithmetical operations, memoriz- 
ing information and making intelligent 
decisions. 

Among the aircraft builders besides 
Martin who are deep in defense work, 
Consolidated Vultee finds electronic and 
allied calculating equipment useful in 
such diverse tasks as payroll accounting 


A Visirecord verticai 
visible system is 
used by the Eclipse- 
Pioneer Div. of Ben- 
dix Aviation Corp., 
Teterboro, N. J., for 
its service repair 
shop's inventory con- 
trol. One control 
clerk handles 10,000 
6" x 8" cards in this 
Visirecord Single 
Pedestal Posting 
Unit. 
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and aerodynamics. Federal Telephone 
& Radio uses an IBM type 604 for pay- 
roll and labor distribution, material re- 
quirements, general accounting, special 
defense projects and engineering prob- 
lems. 

Government expediency respecting of- 
fice equipment has been the subject of 
opposing considerations since the be- 
ginning of World War II. On the one 
hand, the office machinery industry has 
facilities for achieving fine tolerances, 
and these facilities are urgently needed 
in war and defense. Conversely, office 
equipment is itself a manifest necessity, 
not only in all efforts defensive or war- 
like, but in the whole economy upon 
which such efforts depend. 

“Production of all types of office ma- 
chinery, as everyone knows, was severely 
limited during World War II, creating 
extreme shortage and great urgency of 
need. This experience,” Cameron Lyn- 
ham, division director, Service Equip- 
ment Division, National Production Au- 
thority, told the writer, “led to a keener 
appreciation of the necessity of office 
machinery in our national set-up. Fair 
estimates have shown that one office 
worker with machine equipment is re- 
quired for every five persons on the pro- 
duction line. Today, office machinery is 








taken for granted; but Government, in- 
dustry and business simply could not 
carry on without it. 

“When greater production is needed, 
one immediately assumes that more ma- 
If more 


chine tools will be required. 
food is wanted, everybody jumps at the 
idea that more agricultural machinery 


should be made. Yet few people stop 
to think that before a tool or a reaper 
can be fabricated and delivered much 
work has to be done on office machines. 
Pre-order correspondence, specifications, 
order or contract, sub-orders for ma- 
terial components, shop orders, delivery 
instructions and billing—all are done 
on office machines, to which the alter- 
natives, impossible today, are pen and 
ink. 

“Need for typewriters and other office 
mechanisms,” our administrative in- 
formant continued, “is much greater in 
the midst of national emergency than 
in times of peace. People who are not 
actively connected with Defense simply 
can’t imagine the extent to which adding, 
calculating, addressing and duplicating 
machines perform functions of prime 
importance: estimating, accounting; 
preparation of statistics, specifications, 


Many defense plants, 
like General Electric 
Co., use Simplafind 
motorized card find- 
ing systems. Each of 
the files shown here 
houses 40,000 8" x 
5" record cards. 


shop orders, production schedules, pur- 
chase orders, personnel records, payrolls 

to name only a few. The Army, Navy 
and Air Force, as you have learned by 
now, are large users of office equipment. 
So are the aircraft, ordnance and other 
industries supporting our defense effort. 

“Accounting and instruction systems 
indispensable to such operations involve 
extensive plants and numerous person- 
nel. Frankly, the office equipment in- 
dustry uses relatively small quantities of 
material to produce labor-saving ma- 
chinery of great value. Nevertheless, 
our existing national emergency has 
brought office machine manufacturers 
into the curtailment area along with 
other users of critical materials. 

“The drastic type of production cur- 
tailment enforced during World War 
II is not now required,” was Mr. Lyn- 
ham’s reply to a question. “Aside from 
this less stringent factor the present 
functions of the National Production 
Authority (almost a counterpart of the 
former War Production Board) are 
quite similar to those effective during 
World War II. “Putting office ma- 
chinery’s Washington status into con- 
on page 204) 


(Continued 
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all the big MOUS in accounting ! 


new speed — Here, in the new Burroughs Sensimatic with 

—_— multiple registers, is an accounting machine 
so fast and sure it’s making news in every line of 
business. The Sensimatic’s mechanical brain directs it 
with mechanized swiftness to give you all the account- 
ing facts you need ... when you need them. 


new ease of operation — The incomparable automatic 

<n operation of the Sensimatic ... 
its simplicity of arrangement . . . its many unique 
features for form handling convenience .. . add up to 
a totally new concept of operating simplicity. 
Operators become expert in a matter of hours! 


new versatili —There’s no limit to the number of > 

— lity accounting jobs a single new multiple- ° “Twist the knob— ! 
register Sensimatic will do! It’s always ready at the its ready for any job! 
twist of a knob... always ready to do the work 
of several machines ... always ready to 


Key to the Sensimatic’s un- 
help you get more things done faster. 


matched versatility is its control 
panel — the mechanical brain 


To meet today’s need for greater productivity 

per unit of personnel, there’s nothing like the 
Sensimatic—and the price is surprisingly low. Call 
your Burroughs office. Burroughs Adding 


that controls any four separate 
accounting operations. The oper- 
ator pom | selects with the knob 
..-the Sensimatic is ready! Panels 
are easily interchangeable. 


Machine Company, Detroit 32, Michigan. 


the Sensational Now 
Re Burroughs Sensimatie 
: accounting machine 








TRULY fundamental application of 

office mechanics to defense activities 

is in the domain of atomic energy. 
Office equipment implements so many 
and so variously essential operations con- 
nected with the Government’s atomic 
energy program, that a detailed deserip- 
tion would be book-length and would in- 
vade restricted areas. Important uses 
involve payroll records, work-order dis- 
tribution, production records, construc- 
tion costing. Modern office machinery is 
likewise employed to further the Atomic 
Energy Commission’s plans in the print- 
ing of cumulative indices of technical in- 
formation, the preparation of inventory 
control of technical documents, and the 
transmission of technical information 
between installation libraries. 

As an example of office equipment’s 
importance, the accounting records un- 
derlying the Atomic Energy Commis- 
sion’s financial statements have been 
built up through use of a variety of 
office machines. The commission itself 
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Jewel Lane, International Business Machines 

Corp. trained programmer, at the Hanford 

Works plutonium plant operated by Gen- 

eral Electric Co. for the Atomic Energy 
Commission. 


made possible 
the Atomic Bomb 


uses bookkeeping machines for posting. 
Its laboratories use electronic comput- 
ing machines to solve abstruse mathe- 
matical problems that might otherwise 
require a prohibitive amount of time 
and effort. 

An outstanding employment of elec- 
tronic computing machines in further- 
ance of the atomie energy program is at 
the Government’s Hanford Works in 
the State of Washington. There General 
Electrie operates the plutonium manu- 
facturing plant as prime contractor for 
the Atomie Energy Commission. A 1400- 
tube electronic calculator, one of four 
units in the statistical group of the 
plant’s technical services division, does 
in a few hours mathematical work that 
would keep 40 people busy a whole day 
with hand ealeulators or a small army of 
expert figurers with pencil and paper. 
So tedious and abstruse are the mathe- 
matical problems involved that, without 
Hanford’s electronic caleulator, it is 


(Continued on page 198) 
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LASTS LONGER BECAUSE IT’S STRONGER—HOLDS MORE INK 


UWYLON+AF | 


Mic i 


Fi-Teat 


THE SENSATIONAL NEW 


TYPEWRITER RIBBON 


DEVELOPED BY 


O10 Town 


Here’s a revolutionary new ribbon 
that is really rugged—by far the best 
you've ever seen — built to go the 
distance and then some. HI-TEST 
has all of Nylon’s long wearing 
qualities PLUS a wonderful new 
absorbency 





ee 


BEAR FOR WEAR.” 


Manufacturers of duplicating machines, 
carbon papers and ribbons 





Brooklyn 17, New York 


* 

AF (Absorbent Fibre) blended with 
Nylon under a special formula developed 
by OLD TOWN engineers results in a 
thin, strong ribbon with miles of extra 
wear and sharper, clearer impressions. 





A ey —_ Wist Saar soet how 
“SAVES TIME AND MONEY. ee ee SOME OWI 
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Management in the Army 


HOWARD G, SCHADE 


Captain, G. S., Management Division, Office of the Comptroller of the Army, 
Washington, D. C. 


HE concept of management has 

been so intricately woven into the 

Army fibre that any general dis- 
sussion of it should properly start with 
a brief review of the assigned mission 
of the Army, the nature and seale of 
Army activities, and the organization 
0 accomplish its objectives. The mission 
1 the Army as defined by the 80th 
‘ongress of the United States is: 

“To provide support for national and 
nternational policy, and the security of 
he United States, by planning, direct- 
ng, and reviewing the military and civil 
yperations of the Army Establishment, 

include the organization, training, 
und equipping of land forces of the 
inited States for the conduct of 
yrompt and sustained combat operations 
m land in aceordance with plans for 


iational security.” 

Out Of this very brief statement of 
nission grows one of the most complex 
nanagement jobs in the world. It has 
een said that to support and sustain 
‘combat operations, the Army, in effect, 


be a eombination of General 
's; Sears, Roebuck; Esso Market- 
Greyhound Bus Lines, Turner 

‘onstruction, Railway Express, Chase 
Vational Bank, Bond Stores, Childs 
Restaurants, Post Office Department 
Vestern Union, RCA, Pennsylvania 
Railroad, and Flower Hospital. Natu- 
‘ally, this combination of diverse busi- 
activities creates monumental 
nanagement problems. 

To further emphasize the vastness of 
he Army Establishment, compare, if 
rou will, the Army’s total civilian and 
nilitary personnel strength of over 
2,000,000 with 663,000 for American 
lelephone and Telegraph; 400,000 for 
ieneral Motors; or 292,000 for United 


1eSs 
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States Steel. Compare the Army’s 1952 
fiscal year budget of approximately, 
$20,800,000,000 with recent annual sales 
figures of about $2,224,000,000 for 
American Telephone & Telegraph; 
$5,725,000,000 for General Motors; and 
$2,301,000,000 for United States Steel. 

While it is realized that no direct 
comparison may be made of the relative 
complexity of management in the Army 
with management in an industrial firm, 
the preceding comparisons should give 
a fairly good idea of the relative size 
and scope of the Army’s activities. Let 
us now see how the Army is organized 
to earry out its responsibilities. 

The legal basis for the present organ- 
ization of the Army is contained in 
Public Law 581, 81st Congress, known 
as the Army Organization Act of 1950. 

The Secretary of the Army is the 
chief executive of the Army Establish- 
ment. He is authorized an Under Seere- 
tary of the Army, who is responsible 
to the Secretary by Army Regulations, 
for logistical, industrial mobilization, 
research and development, and similar 
matters. There are also two Assistant 
Secretaries. One is the Secretary for 
Manpower and Reserve and is concerned 
with matters pertaining to occupied 
areas, civilian components (eg., Nat- 
ional Guard and Reserve Corps), and 
manpower. The other is the Assistant 
Secretary for general management. He 
has the general responsibility for all 
management activity. 

The Chief of Staff is the top military 
man in the Army. He is the chief 
military advisor to the Secretary and 
the Army member of the Joint Chiefs 
of Staff. The Vice Chief of Staff is the 
alter ego of the Chief of Staff, and acts 
for the Chief of Staff when the Chief of 
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Staff is absent. Below the Office of the 
Chiet of Staff, the organization of the 
Department of the Army expands into 
the areas of planning, execution, and re- 
view and analysis. The Deputy Chief of 
Staff for Plans is responsible tor the 
development of plans and programs. 
The Deputy Chief of Staff tor Opera- 
tions and Administration is responsible 
for the execution of approved plans 
and programs. The Comptroller of the 
Army is responsible for the budget, 


accounting policies and practices, audit- 
ing, Management engineering, and pro- 
gvram review and analysis. 


DC/S level, the organi- 
zation primarily functional. 
The remainder of the Army. staff 
includes the four G’s: G-1l, G-2, G-3, 
and G-4, who plan, direct, coordinate 
and supervise matters pertaining to 
personnel, intelligence, operations and 
logistics, respectively. Completing the 
Department of the Army staff in 
Washington are several functional staff 
and the administrative and 
technical staffs and which are 
responsible for special policies and 
plans, and direction, supervision, ad- 
ministration and technical control of 
activities within their respective spheres 
of tunetional activity. 

The operating part of the Army con- 
sists of the six Continental armies and 
the Military District of Washington, 
the Office of the Chief of Army Field 
Forces, the overseas commands, and the 


Below the 
bee mes 


agencies, 


SOTVIECCS 


Bruning Copyflex 
machines at the 
Philadelphia Quar 


termaster Depot. 


Military Missions to many 
nations. (See chart on page 90.) 
This, then, is the overall picture of 
what the Army does and how it i 
organized. Because of space limitations 
| shall confine the rest of my remark: 
to the growth of the controller concep 
in the Army and to some of the activitie: 
of the office, Comptroller of the Army. 
Some characteristics of the control 
ler’s mission in the Army can be tracec 
to concepts developed by Army Service 
Forees during World War Il. Aside 
from the antecedents the controller con- 
cept is new to the Army. —Immedi 
ately after World War II various 
sources inside and outside the Army 
voiced a need for means to improve 
business management in the Army. The 
work of the Truman Committee and the 
report of Edwin Pauley were the most 
important examples of these sources 
The ereation of the controller in 194 
was a recognition of this need. 
Congress adopted this idea for the 
Department of Defense and for each of 
the three military departments when it 
passed the National Security Act 
Amendments of 1949. This act provide: 
a statutory basis for Comptrollers of 
the Department of Defense, Army, Navy 
and Air Force, and prescribed certain 
functional responsibilities for them 
The National Security Act Amendments) 
of 1949 also provided that the control- 
lers of the military departments may be 
either military or civilian personnel 


friendly 


THe Orrice—January, 1952} 





extra-thin 


Colorbrite 


with feather touch lead 


EASIER writing! Feather-light writing pressure gives amazingly 
brilliant color—intense color that literally “flows” on paper! 


EASIER reading! Even on colored papers—under fluorescent 
lights—Colorbrite’s high-visibility colors are easy-to-read! 





STRONGER too! Imagine: the amazing elastic lead is actually 
guaranteed not to break in normal use! And Colorbrite is wet- 
proof, smear-proof-yes, even fade-proof! 24 COLORS. 


Se Always ask for Colorbrite by 


VEBERHARD FABER 
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ORGANIZATION CHART OF THE DEPARTMENT OF THE ARMY. 
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and, that if the controller is not a 
civilian, the secretary of the department 
must appoint a civilian as Deputy 
Comptroller. It was provided further 
that the controller shall be under the 
direction and supervision of, and direct- 
ly responsible to, the Secretary, or, by 
delegation, to the Under Secretary or 
an Assistant Secretary. 

Finally, it was provided that nothing 
should preclude the Comptroller from 
having coneurrent responsibility to a 
Chief of Staff, Vice Chief of Staff, or 
a Deputy Chief of Staff, if the Seere- 
tary should so prescribe. The Secretary 
of the Army has prescribed that the 
Comptroller has coneurrent responsi- 
bility to the Chief of Staff, and has 
delegated his supervisory responsibilities 
over the Comptroller to the Assistant 
Secretary for General Management. 
Since 1949 the Comptroller of the Army 
has been on an organizational level with 
the two Deputy Chiefs of Staff. 

The reasons for which the controller 
was established should be made clear. 
Although the Army has for years been 
improving itself, there appeared to be a 
need for some specific organizational 


arrangement to aid in introducing more 
business management in its affairs; a 


need that is no different from that 
found in any large enterprise. Among 
the weaknesses requiring attention, two 


stood out as particularly important in 
the field of management. One, the need 
of timely and accurate information at 
the levels where decisions are made, and 
the other, the need of an adequate staff 
immediately available to top manage- 
ment to assist in attaining the best 
organization, methods and procedures 
throughout the Army Establishment. 

Office of the Comptroller was created 
to deal specifically with these subjects, 
which have come to be known in the 
Army as program review and analysis, 
and management engineering. In addi- 
tion, the Comptroller has other essential 
functions which have to do with money, 
such as the budget or funding program, 
fiscal and accounting policies, and 
auditing. 

The Comptroller can exert a strong 
influence in the Army’s ceaseless quest 
for new and better ways to do its tasks. 
Through accounting, statistical, and re- 
porting activities, he can collect and 
summarize information, which, when in- 
terpreted and evaluated, permits a con- 
structive review and analysis of Army 
programs. He can influence adminis- 
trative operations through his responsi- 
bility for building the consolidated 
budget of the Army. The Comptroller 
can recommend improvements by re- 
viewing organizations and procedures 
to assure that proper provisions have 


I 


A Signal Corps installation of Rol-Dex Files made by Watson Mfg. Co. 
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heen made to improve the way in which 
the Army carries out its responsibilities. 
This latter method is done by using the 
principles and methods of management 
engineering. Simply put, this reviewing 
is done by continually studying organi- 


zations and procedures within the Army. 
The products of this process are recom- 
mendations tor the most effective utili- 


zation of our basic resources—men, 
money, materials and facilities. 

The present-day controller, and this 
includes controllers in the field, as well 
as the Comptroller of the Army, is a 
staff officer whose duty it is to advise 
and assist his commander in carrying 
out his responsibilities for efficient and 
economical management of his com- 
mand. He have command 
authority, but his advice covers all of 
the fields previously mentioned. With 
this brief background of the history and 
functions of the controller, here are a 
few ot the projects in which the Comp- 
troller of the Army is presently en- 
gaged : 

1. Army Industrial Fund Program. 


does not 


To provide a more effective means for 


controlling the costs of goeds and serv- 
ices produced by industrial type estab- 
lishments, and a more effective and 


The Ditto military field dupli- 

cator, used by combat units, 

was displayed in the Armed 

Forces exhibit at the National 

Business Show in New York last 
year. 


Navy Phot 


flexible means for financing, budgeting, 
and accounting for such operations. 

2. Management Improvement Pro- 
gram. To encourage improvement in 
the overall management of the Army 
by command and supervisory action. It 
provides an organized and systematic 
means for searching for a more ef- 
fective organization, for more efficient 
procedures and for less costly methods 
and techniques. 

3. Work Simplification Program, To 
insure maximum participation of mili- 
tary and civilian personnel in improv- 
ing operating methods and procedures 
by instructing them in easily understood 
and proven techniques for finding and 
installing improvements. The work sim- 
plification program provides a means 
for analysing operations. It is an im- 
portant part of the management im- 
provement program. 

4. Performance Budget. The Budget 
Division, Office of the Comptroller of 
the Army, is presently working on the 
problem of implementing performance 
budgeting throughout the Army Estab- 
lishment. 

A performance budget may be de- 
fined as a budget based upon functions, 
activities and projects which would fo- 
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Send today for your 
copy of 


WHAT'S YOUR BRAND? 


Longhorn’s fascinating little 
booklet about famous 
Southwestern cattle brands. 
‘ Handsomely illustrated— 
free for the asking! 


CARBON and 
RIBBONS 


Whether it’s the V-P’s important 


correspondence or an intra-office 
memo—make it sharp with 
Longhorn carbon and ribbons! 
Top-quality in every way, 
Longhorn Plasti-Carbon makes 
sharp, clean copies over and over 
—won’t slip—won’t curl, in any 


weather—won’t smudge or “tree.” 
Handles easily, corner-cut for 
easy removal. Choose the backing 
that pleases you—Longhorn 
Plasti-Carbon or Wax-Back 
Carbon—for top performance. 
Available in the right weight and 
finish for every job. 


And for perfect companion quality— 
use a Longhorn ribbon. . . you'll 

call it the ''perfect ribbon.'' Non-filling, 
sheer yet tough. Types clean and 
sharp—brings praises from the most 
meticulous person! 


CAmco 
AMERICAN CARBON 
PAPER MFG. CO. 











FOR SPEED, COMFORT, COMPACTNESS 


H SIMPLAFIND — on entirely new, motorized, 
completely automatic card file. Uses existing rec- 
ords without recopying or alteration. For standard 
size cards, sheets, address plates, etc. Amazing 
}, production increase on reference and hand or 
h mochine posted records 


SO EASY — everything comes to you effort- 
lessly at normal desk or counter height at a touch 
of the control. Each card tray is only 10” long — 
easy to reach, easy to read — and fast — less 
than 3 seconds average time. Ask for ‘‘proof"’ or 
see a convincing demonstration in convenient 
New York Show Room 


AUTOMATIC PUSH-BUTTON CONTROL—At a single touch of the desired button the cards 
you want are quickly and automatically positioned before you. They always come to you in the 
shortest direction. Nothing could be easier. Push-button controls are optional and may be added 


at any time. 


SIMPLA RESEARCH AND MFG. CO., INC. 


425 Fourth Avenue, corner 29th Street 


ate tinar attain taaaaiaa 


SEND ME SIMPLAFIND FACTS 

















New York 16, N. Y. 


* GET 
PROOF 


Phone: LExington 2-9250 





cus attention upon the general charac- 
ter and relative importance of the work 
to be done or upon the service to be 
performed rather than upon the things 
to be acquired such as personnel, sup- 
plies, equipment and so on. This meth- 
od of budgeting also concentrates Con- 
gressional action and executive diree- 
tion on the scope and magnitude of 
the different Federal agencies. It places 
both accomplishment and cost in a clear 
light before the Congress and the pub- 
lic. The underlying principles of the 
performance budget are clear and sim- 
ple. This type of budget contemplates: 

That all costs related to a logical 
and identifiable program be included 
as a project or a budget program for 
presentation and justification by the 
department concerned to the Bureau 
of the Budget, the President, and the 
Congress and for administration and re- 
porting after the appropriation of 
monies. 

That there be a logical and, so far as 
practical, uniform grouping of projects 
or budget programs by the primary 
functions of the military with this 
grouping paralleling so far as possible 
the organization and management 
structure. 

That there be a segregation between 
capital and current operating cate- 
vories. 

5. Performance Accounting Develop- 
ments. To furnish the financial infor- 
mation and controls needed to formu- 
late, present and execute the budget of 
the Army on a true cost of performance 
basis. A general plan implemented by 
specific test installations are currently 
underway. 

6. Management Audit Program. To 
strengthen general management in the 
Army Establishment through manage- 
ment engineering surveys or audits of 
organizational elements, such as Techni- 
eal Services or Continental Armies, and 
functional areas such as_ research 
and development, procurement, supply, 
maintenance or personnel administra- 
tive. Special studies in the areas of 
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stock control, cataloging, and procure- 
ment lead-time. 

7. Work Measurement and Manpower 
Staffing Guides Project. A comprehen- 
sive project to study existing systems 
of work measurement and manpower 
staffing guides, and to determine the 
system or systems which should be 
adopted by the Army, is now underway. 
As a result of this project the Army 
should meet, more adequately, its re- 
sponsibility in effectively, efficiently, 
and economically controlling and utiliz- 
ing manpower. 

8. Program Review and Analysis. The 
timely presentation to the Chief of Staff 
and the Secretary of the Army of an 
integrated review and analysis of prog- 
ress in achieving Army program @b- 
jectives. Associated with this over- 
riding project are planning and de- 
veloping policies, procedures, stand- 
ards and techniques for, and exercising 
staff supervision over: (1) A system 


(Continued on page 187) 


U.S. Army Photo 


Some of the miles of files in the Army's Per- 
sonnel Records Section in the basement of 
the Pentagon. 
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Improved Office Work Makes the 
Navy More Effective 


EDMUND D. DWYER 


Director of Office Methods, Administrative Office, 
Department of the Navy, Washington, D. C. 


ANNING, constructing, maintain- 


€ eP and commanding an 
effective Navy 


manning 

is a tremendous task 
which demands the services of thou- 
sands of military and civilian person- 
nel and the expenditure of billions of 
dollars. During World War II, the 
Navy realized that the supporting pa- 
pperwork operations had a direct bear- 
Ong on the striking powers of a mobile 
Navy. The process of developing and 
obtaining the best materials to build 
_— arm them, man them, furnish 
ir power and supply items had to be 
ficient. Delays at any point in the 
rocess would be intolerable. The op- 
rations of Navy must not be bogged 
Bown with cumbersome and complex 
Paperwork. It is vital to our defense 
» have a fighting Navy. Navy’s mis- 
Sion must be assisted, not hampered, 
\ its record making, record keeping 

and report writing. 
Methods and paperwork 
@oncern all phases of operation. Ef- 
ficient and streamlined paperwork aids 
the procurement of the best materials. 
Getting supply items to the Operating 
Borces, where and when they are need- 
@a, requires not only an excellent or- 
Zanization but also a minimum of pa- 
perwork for issuing and control pur- 
Vital supplies for the sailor 
or marine must not be delayed by un- 
necessary, duplicate, or slow paperwork 
processes. The selection, training and 
command of manpower,can be expedit- 
ed and made more effective by improv- 
ing the paperwork which is required. 
Navy recognizes that improvements in 
record) making and record keeping 


pre ICESSCS 


poses. 
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speed operations and reduce manpower 
needed for those purposes. Thus by 
constant efforts to eliminate unneces- 
sary and duplicate records, more mili- 
tary personnel are made available for 
operating the Navy and more civilian 
personnel are made available for im- 
portant phases in supporting the Op- 
erating Forces. 

The demand 
cated in 
maximum 


that “each dollar allo- 
defense must purchase the 
effort” increases the impor- 
tance of record making and_ record 
keeping. Since World War II, Navy 
has studied its methods and paperwork 
operations and developed programs to 
improve them, providing controls over 
the creation, maintenance and use, and 
disposition of records. Collectively 
these programs are called the Navy’s 
Records Management Program. The 
objective of this program in simple 
terms is to eliminate unnecessary pa- 
perwork and to improve the necessary 
paperwork, 

The responsibility for developing, 
installing, and coordinating the Navy’s 
Records Management Program has been 
placed in the Administrative Office, 
Navy Department. Here program tech- 
niques and training are developed and 
staff assistance is made available to 
all of Navy. Results are obtained at 
each organizational level where the pro- 
gram is installed and successfully op- 
erated, such as the Bureaus in _ the 
Department, the individual activities in 
the Shore Establishment, and the ma- 
jor commands of the Operating Forces. 
The premise followed has been that 
results can only be obtained at the 
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OFFICE DICTATING > 7 
le ) — ‘, 


eu 


SYSTEM Using 
Magnetic Tape Is 
Now Available! 


Efficiency to the Nth degree . . . designed solely to reduce dictating and tran 
scribing costs to a minimum ... these are the outstanding reasons why the 
Permofiux Scribe is fast becoming a leader in the field of office dictating systems 

The Scribe is the first and only dictating system to employ a far superior 
medium of recording the human voice. The high fidelity of magnetic tape 
makes every word of dictation syllable-clear. 

There are no slow-ups for corrections. They're automatically erased as the 
dictator goes along. This means any typist can speedily transcribe absolutely 
error-free dictation. 

In addition, the reels of magnetic tape are enclosed in a snap-on magazine 
which allows split-second changing from one Scribe to another. 
There are no adjustments to make . . . no tape to handle. 

Compare these high efficiency time saving features with any 
other dictating system. Actual records show that on the basis of 
20 letters dictated and transcribed a day using the Permoflux 


shorthand and fifteen to twenty cents per letter when conven 
tional dictating systems are employed. A few minutes demonstra 
tion will convince you. Permoflux Corporation, 4900 West Grand 
Avenue, Chicago 39, Illinois. 


Manufacturers of RADIO, SCIENTIFIC AND ELECTRONIC EQUIPMENT 





FEATURES 


Automatic Erase 

Completely error-free dictation 
No slow-ups for correction 
Magazine load 

Push button indexing 

Bell warning before tope ends 
Foot contro! back-spacer 
Instantaneous start and stop 
Voice level indicator 
Automatic stop 

First cost only cost 

No recording medium to buy 
No reprocessing 


THIS COUPON 
PERMOFLUX CORPORATION 
4900 W. Grand Avenue. Chicago 39, Iilinois 
Please send me complete information about the new 


Scribe, savings amount to sixty-five cents for each letter taken in Permefiux Scribe 


FOR OVER A DECADE 


DEALERSHIPS STILL AVAILABLE IN A FEW LEADING CITIES 
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level where record making and record 
keeping requirements originate and by 
employees at that level. 

Inasmuch as record making and 
record keeping are involved in the many 
and complex functions of the Navy, ma- 
jor emphasis has been placed on the 
following facets of records: reports 
control, forms management, directive 
systems, current records management, 
office equipment standards, utilization 
of tabulating equipment, microphotog- 
raphy, correspondence management and 
records disposition. Each of the 
above can be installed separately 
in an organizational unit. Obtaining 
and training personnel to operate all 
phases of paperwork improvement may 
not be possible at one time; thus an 
individual organization may install a 
phase at a time thereby insuring sue- 
cessful implementation. 

One of the first actions toward bet- 


ter records management in Navy was 
to get non-eurrent and semi-active ree- 
ords out of valuable office space. 
During an intensive drive beginning in 
1941, authorization was obtained from 
the Congress to dispose of hundreds of 
thousands of cecubie feet of obsolete 
records. Valuable historical records were 
transferred to the National Archives. 
Semi-active records were moved from 
office space in individual organizations 
into warehouse-type records deposi- 
tories where they are securely stored 
on shelves in cardboard cartons stacked 
8 to 14 high. Navy has five such de- 
positories, known as Naval Records 
Management Centers, from which in- 
dividual ships and stations can obtain 
rapid service on their semi-active rec- 
ords. These five centers furnished 
more than 1,817,000 reference services 
in fiseal vear 1951 to various naval 
activities. 


Approximately 114 million 


Economical storage of semi-active records in a Naval Records Management Center. 
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Make us PROVE 


What we say about 


Carbon Interleaved Forms | 


— — — See next 3 pages for | | 
details of HOW and WHY they are © | 


1. Periectly Registered = 
2, Beautifully Lithographed 
3. Competitively Priced 

4, Delivered in DAYS x mons 








Because ZIP-A-PART forms 
are produced on the newest, 
finest modern equipment, we 

_-can make them Better, and 

“deliver them Quicker than 

| you’d expect. Average time, 

| from OK’d proof to shipment, 
just 31 Days! 


» Your trial order will delight you. 
-ZIP-A-PART forms are sold only 
through recognized business 
forms distributors. Send card for 
free samples and name of 


nearest ZIP-A-PART dealer.... 


1300 Franklin Bldg. 
720 S. Dearborn 
Chicago 5, Ill. 


BATTYE-FRANKLIN CORP. 1 





Ask any of these leading firms 
Why they buy ZIP-A-PART 
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Air Reduction 
Allis Chalmers 
Allstate Insurance 
American Linen 
American Steel 

and Wire 
Carborundum Corp. 
Chrysler Corporation 
Crosley 
Cutler-Hammer 
John 
Ditto 
Esquire 
Firestone 











Ford Motor Company 
B. F. Goodrich 
Goodyear Tire 
Hotpoint 

Ideal Pictures 
International Minerals 
Kraft Foods Co. 

Eli Lilly 

Magnavox 

Match Corporation 
Miles Laboratories 
Minneapolis Moline 
Minnesota Mining 
Motorola 

National Gypsum 


“SS tees 


Northwest Airlines 
Pioneer Gen-E-Motor 
Revere Camera 
Sears Roebuck & Co. 
Sherwin-Williams 
Standard Oil 
Sylvania 
Telet Corporation 
U.S. vernment 
United States Gypsum 
United States Steel 
Western Adjustment 
& Inspection Co. 
Westinghouse Electric 
Zonolite Corp. 


Don’t Forget to Mail the Card 
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Notice to Business Engineers, 


Management Consultants, and 


5 eBusiness Forms Dealers: 


We operate on an Exclusive Franchise 
basis. Constant addition of Equipment 
of the most modern type makes it pos- 
sible for us to increase production and 
serve dealers and customers in additional 


territories. 


Write for free samples and details 
about ZIP-A-PART forms and low-cost 
Spot-Carbon Labels that open substantial 


new markets. 


Work with a manufacturer who works 


with YOU! 


BATTYE-FRANKLIN CORP. 


1300 Franklin Bldg. 
720 S. Dearborn 
Chicago 5, Ill. 





Marchant Calcula- 
tors help compute 
statistics on flights, 
supplies and payrolls 
at a west coast 
Naval air station. 


cu. ft. of official records are now in 
Navy centers rather than in expensive 
equipment in office space. The savings 
to Navy can best be seen by comparing 
costs for maintaining a typical filing 
cabinet of records (7 cu. ft.): annual 
costs in a Navy Center are $3.50, an- 


nual costs in office space are $29. The 
annual maintenance in Navy’s centers 


includes all costs for reference serv- 
ices. The disposition of records is a 
continuing function as new records with 
varying retention periods are being 
created daily. 

Reports Control, an integral part of 
records management in Navy, during 
the past four years has achieved a net 
reduction of 4,047 separate reports 
through analyzing the need for and use 
made of reports. During this same 
period, more than 1,600 other reports 
were improved and revised. More im- 
portant than savings in printing and 
distribution costs are the hundreds of 
thousands of manhours released from 
preparing, reviewing, summarizing, and 
handling reports and made available 
for other essential work. Similar re- 
sults are being obtained by forms man- 
agement through which over 20,900 
forms were eliminated and 11,390 were 


THE Orrice—January, 1952 


standardized during fiseal year 1951. 
One of the major accomplishments 
in correspondence management is the 
development of Correspondexes in those 
organizations having a volume of varied 
correspondence. The Correspondex puts 
mass letter writing on a_ production 
line basis. Through detailed analyses, 
pattern letters and paragraphs are de- 
veloped and approved by appropriate 
authority. These established statements 
are placed on ready reference stands 
for use by the letter writers and typ- 
Incoming correspondence is re- 
viewed by analysts who determine the 
proper reply, which they code on the 
incoming letter. The typist then «an 
proceed to prepare the reply with the 
use of the Correspondex. This proc- 
ess eliminates dictating and transcrib- 
ing letters, with the result that fewer 
and lower salaried employees can turn 
out twice as many letters. And top 
management is assured that individual 
and different interpretations of policy 
are not contained in outgoing letters. 
In addition, correspondence manage- 
ment develops and maintains the Navy 
Correspondence Manual, and _ issues 
tested practices for streamlining and 
simplifying letters. Streamlined cor- 


ists. 
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respondence methods enable all levels 
in the chain of command to expedite 
their outgoing letters and to expect 
a rapid, understandable reply. 
Microphotography is used to speed 
administrative processes; it is also used 
to reduce space requirements for cer- 
tain types of records, to insure secur- 
ity of vital records, and to record scien- 
tific data. Navy’s use of microfilm has 
been indispensable to many of the men 
aboard ship or submarine or aircraft. 
Standard equipment for submarines in- 
eludes a kit about the size of an over- 
night bag. The kit contains the mi- 
erofilmed plans, drawings, and _ specifi- 
cations and a projector. The use of 
the microfilm makes it possible for 
emergency structural repairs to be made 
in battle or in case of accident. The 
bulk of the original drawings, blue- 
prints, ete., precludes their use aboard 
submarines, aircraft, and many vessels. 
The compactness of microfilm also al- 





Using a Plastiplate master on an offset dupli- 
cator at a Pacific Coast naval base. 


lows transporting this necessary in- 
formation to temporary repair bases. 
Microphotography makes the material 
available in usable form and at a frac- 
tion of the cost of other reproduction 
methods. 

Office equipment standards aid all 
ships and stations to select the proper 
piece of equipment for the specific job 
to be done. Through timely releases, 
all hands are notified of new equip- 
ment and of new uses for existing 
equipment. Punched card tabulating 
equipment plays an important role in 
rapid handling of supply items, per- 
sonnel information, pay accounts, and 
major computations in the procurement, 
overhaul and repair of Navy materials. 
Improving the utilization of tabulating 
equipment saves millions of dollars an- 
nually in machine and personnel costs 
and equipment rentals. Other results 
in this field of mechanical office equip- 
ment have been the development of 
techniques whereby necessary work is 
done more efficiently, and installation of 
controls to insure that only proper ap- 
plications are placed on the equipment. 

In current records management, many 
surveys having Navywide implications 
are conducted. One of the surveys now 
in progress covers the processing of 
physical disability retirement cases. 
The Korean situation and the rapid ex- 
pansion of Navy made it mandatory 
to make more hospital beds available 
within present facilities. Improved 
methods and records practices have sub- 
stantially reduced processing time dur- 
ing a period when there has been a 600% 
increase in the number of cases. Navy 
has met the commitment placed on 
it by the emergency situation by taking 
fast administrative action. The results 
consist of large monetary savings and 
a streamlined, effective, continuing fune- 
tion. Current records management also 
develops and keeps current the Navy 
Filing Manual which is used by all 
ships and stations. By the uniform 
use of this manual, there is no con- 
fusion regarding the filing system when 
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ew REVOFILE 


EL  € 


THE WORLD’S 


wei, -4 =>~ Finest Reuoluing Pele 


~N BY EVERY STANDARD OF COMPARISON 
; & 


Uses your present cards 
Speeds flow of work 

Cuts office costs 

Uses less floor space 

Faster “in-out’’ filing 
Greater operating efficiency 
Wide application 

Use Revo-File anywhere 
Beautifully styled 


Precision built 





Write 


Model “C” features a Write today for illus- 
self-contained locking trated folder giving full 
cover. details on * Systems 

Man's Revolving File.” 


GSSSSS SSS SSSSseseegss Seeensense 


J 


CAN BE OPERATED FROM ANY DESIRED ANGLE 


Revo-File can be operated from any point of the compass — to exactly 
suit the convenience of the operator. Revo-File can be positioned so 
that the cards approach in the natural line of vision at desk height. 


EASIER TO SEE WITH THE VISUAL “Vv” 

Revo-File’s wide open Visual “V” angle makes any desired card quickly 
visible from either a standing or sitting position . . . does away with 
the need for up-ending cards to retain filing position . . . saves valu- 
able time on office record checking. 


ea SE Oe Ge es ae et SS 


REVO-FILE SALES, 11 Park Place, New York 7, N. Y. 
In Canada: REVO-FILE LTD., Birks Building, Montreal 2. 
cas on es en se Oe eo a 


of 
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la MANAGEMENT, r 
of MANPOWER, © 


Attend the 


TENTH ANNUAL OMAG 
SEMINAR and BUSINESS SHOW 


MONDAY, FEBRUARY 25, Through THURSDAY, FEBRUARY 28 
At the Conrad Hilton Hotel, Chicago 


{formerly the Stevens) 


Whether your business is large 
or small, simple or compli- 
cated, come and hear national 
business authorities discuss 
practical, new ideas you can 
put into profit-making opera- 
tion. 





Sponsored by Office 
Management Association 
of Chicago 
and Northwestern 
University 


UULUUALUARERRCLORLLLULLUULLUALLL LLCS 


FOR COMPLETE SCHEDULE OF EVENTS WRITE 
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Currently inactive 
but essential person- 
nel records stored in 
a Naval Records 
Management Center. 


either military or civilian personnel are 
transferred from one ship or station to 
another. 

In the directives system area, an im- 


proved system for preparing, issuing 
and maintaining instructions and no- 


tices has been developed and is_ be- 
ing thoroughly tested by various ma- 
jor organizational units of the Naval 
Establishment. The end of the present 
fiscal year has been established as a 
target date for issuing standards to 
cover all systems used throughout Navy 
for issuing policies and procedures. 
The application of these standards will 
eliminate conflict and overlapping, and 
the use of controlled distribution will 
insure that the man on the firing line 
will receive all of the instructions neces- 
sary for his task and only those instrue- 
tions which apply to it. 

Always on the alert for improve- 
ments and new methods, Navy has done 
research on quality control as it ap- 
plies to paperwork operations. The ap- 
plications of quality control being made 
in private industry were studied and 
valuable information was obtained from 
the available experiences in this area. 


THe Orrice—January, 1952 


Modifications of the techniques used in 
large-scale manufacturing and _ paper- 
work in industry are now being tested 
in volume paperwork areas in one Navy 
bureau. Preliminary results show a 
30% reduction in the error rate while 
improving the finished paperwork, and 
in addition it is indicated that sub- 
stantial manhour savings can be ob- 
tained. When the test has been com- 
pleted, quality control techniques will 
be extended to other large operations. 

All hands are becoming cost conscious 
through better records management. 
Naval personnel see that the use of 
the techniques in its paperwork pro- 
grams helps them to get better daily 
performance at a lower cost. Super- 
visors are applying methods which help 
them to get more output. Once im- 
provements are made, the paperwork 
programs provide controls to keep the 
situation in hand. 

Millions of the taxpayers’ dollars 
have been saved by the paperwork im- 
provement program. Most important 
has been the increasing cost conscious- 
ness of the military and civilian person- 
nel throughout the Navy. 





Office Management in the Air Force 


ARNOLD KRUCKMAN 


FFICE work to the Air Force 
means the familiar functional op- 
erations by the organization of the 
Air Adjutant General which is part 
of the headquarters staff in the Pen- 
tagon; and by the five basic divisions 


which are the framework upon which 
the structural substance of the Air 
Foree is built. These divisions are 
the Personnel Division, which main- 


tains the personnel records of active 
officers and airmen as well as officers 
of the National Guard and _ Reserves, 
the WAFs, the civilian personnel, and 
the Air Foree Academy; the Publish- 
ing Division which has charge of all 
printing and publishing of all the Air 
Force; the Photographie Records and 
Services Division, which is custodian 
of all stills taken in the air or on 
the ground and responsible for all re- 
production machinery; the Records and 
Management Division, which handles 
sall incoming and outgoing mail and 
the courier service in the Pentagon and 
elsewhere. The Administrative Division 
is in charge of the reception offices, 
and is custodian of the records of both 
field offices and the Air Adjutant Gen- 
eral. The Administrative Division, to- 
gether with a delegation from the Air 
Adjutant’s office, represents the Seere- 
tary of the Air Foree on a Joint 
Services Committee which includes the 
Army and Navy. All this involves of- 
fice work, as does the postal service 
of the Armed Services, whieh is jointly 
manned but comes under the direction 
ot the Air Force and supplies a world- 
wide service using the equipment of 
the Air Force. This posta] service is 
integrated with the general Post Office 
Department of the nation as a military 
extension with its own personnel. , 

Some hint of the extent of oftice 
work in the Air Foree may be derived 
from the fact that there is a Deputy 
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Chief of Staff in charge of the fune- 
tions of controllers responsible for all 
accounting, auditing, statistical serv- 
ices, anything that is covered by the 
word fiscal. There is also a Deputy 
Chief of Staff in charge of all per- 
sonnel operations and plans for per- 
sonnel. Another Chief of Staff heads 
all phases of Development and Research; 
still another has the responsibility for 
what is termed Operations which means 
fighting and all those widespread ac- 
tivities associated with fighting and its 
essential corollaries of Intelligence and 
Communications. There is also a Chief 
of Staff for Materiel, responsible for 
procurement, engineering, maintenance, 
transportation (logistics), and a back- 


log of industrial resources. In addi- 
tion, there are 13 great units, seat- 
tered from coast to coast and from 


Mexico to Canada, catalogued by the 
Air Foree as Major Air Commands, 
such as the Strategie Air Command at 
Omaha; the Tactical Air Command at 
Hampton, Va.; the Air Research and 
Development Command at Dayton, 
Ohio; the Air University at Montgom- 
ery, Ala.; the Special Weapons Com- 
mand at Albuquerque, N. Mex.; the 
Air Force Security Service in Texas; 
and the commands constantly on guard 
watching for the unexpected attack. 
There are Overseas Commands at An- 
chorage, Alaska; Balboa in the Canal 
Zone; Honshu, Japan; Wiesbaden, Ger- 
many; Middlesex, England; Newfound- 
land, Canada. These chief overseas 
commands are the key centers for other 
commands grouped about them, such as 
the five units in England. The main 
finance office of the Air Force is not 
in the Pentagon but is maintained in 
Denver. The extent of the machinery 
of office work in the Air Foree easily 
is perceived. 

The Air Force is not different from 
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They Must th 
Q Mindreader! 










Fee you satisfied that your 
mimeographed mailings are 
clear, sharp, easy to read? Your 
prospects won't bother to read 
through them if they're blurry, 
fuzzy, messy—as so many bulle- 
tins are. 

Hammermill Mimeo- Bond pro- 
duces more than 5,000 clear, legi- 
ble copies from a single stencil, 
when you want that many. And 
this paper comes in white and 
seven distinctive colors. You can 
put your message on a “charac- 
teristic” color that will be identi- 
fied at once as coming from you. 
Send for the free 100-sheet trial 
packet of Hammermill Mimeo- 
Bond. Compare it with the paper 
you now use. We'll include the 
Hammermill  idea-book, “Better 
Stencil Copies,” that tells you how 
to get better results from your 
stencil duplicating equipment. 











You can obtain 
business orintina 

on Hammermill | papers 
wherever vou see this shield 
on a printer's window. 


; MERM . Hammermill Paper Company | 
pA si a 1463 East Lake Road, Erie 6, Pennsylvania | 
Please send me FREE the 100-sheet packet of | 

MIME O-BOND | Hammermill Mimeo-Bond and a copy of “Better | 
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any other institution consisting of a 
varied collection of human beings. Each 
segment is jealous of its functions and 
privileges. This impels Executive Ot- 
ficer Lt.-Col. F. A. Dunphy, of the Air 
Foree Adjutant General’s office, to ex- 
plain that the Air Force’s Adjutant 
General strictly limits his powers and 
functions to those operations which 
normally are those of a business man- 
ager, or office manager, of a great cor- 
poration. Col. Kenneth E. Thiebaud 
is Air Foree Adjutant General. — Lt.- 
Col. Dunphy, the Executive Officer, de- 
fines his own job as that of a general 
manager, or a general office manager, 


in the Air Foree. He makes it clear 
that the Adjutant General’s Office is 
concerned with the machines used in 


the business operations of the Air Foree, 
and with its publications, comptroller 
functions, budgetary operations, and 
statistical assemblies. But it is neither 
fiscal comptroller, statistician, budget 
Potficer, nor publications manager. Ap- 


Pparently its job is to see that none 
pol the other parts ol the Air Force 
USAF 
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overlap, in what they may do, the basie 
purposes of the other parts in their 
office work. In other words, the Ad- 
jutant General's office strives to pre- 
vent the duplication of office work which 
so often is conspicuous in the operation 
of many Government agencies. 

The activity and the equipment of 
the Air Foree Adjutant General’s of- 
fice presents a fair picture of the of- 
fice work in all other parts of the Air 
Foree. The Adjutant General’s office 
early last month had a personnel of 
1,000 in the Pentagon, consisting of 
700 military and 300 civilians. Most 
of the military are officers and most 
of the civilians are stenographers. Lt.- 
Col. Dunphy emphasizes that the per- 
sonnel is composed of all races, colors 
and religious convictions; he said noth- 


ing about their political faith. The 
officers range from recently commis- 
sioned second lieutenants to the rank- 


ing colonel who is the Adjutant Gen- 


eral. Like all other office organizations 
of the Air Foree, the Adjutant Gen- 
(Continued on page 188) 


mmand Photo 


An Air Force supply 
division clerk using 
a leaf sorter which 
has replaced pigeon 
holes and does the 
work twice as fast 
at Wright-Patterson 
Air Force Base, Day- 
ton, Ohio. 
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1. DO YOU HAVE THE IDEA your 
accounts recetvable and other 
business records will always be 
there when they're needed? 
Don't be too sure. Many a busi- 
nessman has y anthanmes § after a 
fire, that the records he thought 
safe, were ashes . . . and the 
business that depended on them, 
totally ruined. 


4. DO YOU HAVE THE IDEA your 
fire insurance would cover all 
your losses? Take a good look at 
your policies or ask your insur- 
ance broker or C.P.A. You'll find 
you have to Sropens a proof-of- 
loss statement fore you can 
collect fully. Could you do it— 
without inventory records? 


Consult classified telephone di- 
rectory for name of the Mosler 
dealer in your city, or mail coupon 


now for informative, free booklet. 
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Which of these 
4 dangerous ideas do you have? 


(Any one of them could put you out of business) 





old, beavy-walled safe will guard 


incinerators when the tempera- 
















3. DO Y HAVE THE IDEA a } 
fireproof building is a sure-fire i 
grocaueat Just ask a fireman. 

1 find that buildings like 
chlo A wall-in an office fire. f 
They actually make it hotter! 


2. DO YOU HAVE THE IDEA an 


your records from fire? It’s a 
dangerous idea. Old safes with- 
out an Underw riters’ Laborator- 
ies, Inc. “*A’’ Label often act as 


ture gets above 350° F. They E 
cremate records. 6 


Don’t gamble your whole business future. 
Get a modern Mosler “A” Label Record Safe. 

Better face this fact squarely: 43 out of 100 businesses that 
lose their records by fire never reopen. Don’t risk it. Decide, 
right now, that your business records are going to have real 
protection—the world’s finest. That means the protection of 
a modern Mosler “‘A” Label Record Safe that has passed the 
Independent Underwriters’ Laboratories, Inc. severest test 
for fire, impact and explosion. Consult your nearest Mosler 
dealer, he will tell you how little it costs to give your records 
and your business the protection they need. 


4% Mosler Safe °°”: 


nce aoe 

HAMILTON, OHIO 
World's largest builders of safes and vaults .. . Mosler built 
the U.S. Gold Storage Vaults at Fort Knox and the famous 
bonk vaults that withstood the Atomic Bomb at Hiroshima 





Hamilton, Ohio 


Please send me free booklet giving the latest authentic information on how 


The Mosler Safe Company ¢ Department O-I, 


to protect the vital records on which my business depends. 

CE 5 cs'eb i Hab Shen ase suds oe ce ee se as wond “ing ae Ee 
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NES 6.6.89 5's Sin oN c ee ee Ves Hudenqe’y ea dadtaks eae badecion 
ow Se CEE ee Eee Ce PS e STATE 








ice Work in Government Agencies 


JAMES A. BARR 


Chief, Branch of Management Planning, Bureau of Land Management, 
Deportment of the Interior, Washington, D. C. 


EN. Hoyt Vandenberg, Chief of 
the Air Force, recently announced 
that the airplane factories were not 
able to produce new type planes quickly 
enough for America to maintain its air 
supremacy. Nearly every day the papers 
carry other stories concerning the need 
for increased production, improved pro- 
duction techniques, stories about man- 
power problems and _ various other 
aspects of the overall defense produc- 
tion picture. 
At the same time, however, little con- 
cern has been indicated regarding the 
importance of the office in this critical 
remergency situation. In stressing the 
necessity for inereasing heavy indus- 
‘trial production we seem to overlook 
‘the very important part the office plays 
in the overall production picture. Obvi- 
ously, production of planes, tanks, auto- 
mobiles and uniforms, as well as all the 
civilian consumer items, requires tre- 
mendous staff work to be performed in 
the office. If the office is not an efficient 
one, if it has not kept up with modern 
procedures and techniques, this staff 
work will necessarily be inferior, and 
this inferiority will be reflected on the 
roduction line and result in consequent 
Be: of manufactured items. The making 
of plans and determination of policy 
is based on multitudinous factors, many 
of which are represented solely by pieces 
of paper, letters, memoranda, statisti- 
eal charts, records, ete. These papers 
deal with the purchase of raw materials, 
production quotas, manpower require- 
ments, work measurements, costs and 
all the other elements necessary in con- 
sidering the production operation from 
the time the raw material enters the 
plant at one door until it leaves at an- 
other as a finished product. 
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A production plant of any kind ean 
only be as good as the staff work per- 
formed in the office in back of it. The 
charts and records on which all im- 
portant decisions are made must be kept 
constantly current and in such form as 
to be readily available and usable as a 


management tool. The records must 
reflect quick changes in production, 
wages, raw material and their avail- 


ability, costs, manpower, markets, in- 
ventories and similar matters. Trouble 
spots must be easily identifiable. While 
it may be easy to understand the im- 
portance of these items in an industrial 
production job, such as the manufac- 
ture of tanks, it is not always easy to 
understand that the principles involved 
apply with equal force to all the other 
aspects of commercial and industrial 
life, such as banking, insurance, retail 
and wholesale business, Government, ete. 
In the one instance we are dealing with 
tanks and in most of the others we are 
dealing with consumer items, accounts, 
policies, and various other elements of 
economic life represented as far as the 
office is concerned by pieces of paper. 

It is in dealing with this tremendous 
burden of paper in the form of letters, 
memoranda, charts, records, ete., which 
passes through every American office 
every year, that a great field for im- 
provement still exists. The principles 
applied to the assembly line may also 
with some qualifications be applied to 
the office. We can make surveys and 
studies to assure that the paper flows 
efficiently and expeditiously, as_ well 
as to avoid duplication and simplify 
procedures. We can study the forms, 
simplify them, consolidate them, and 
eliminate them wherever possible. We 
an streamline our record keeping and 
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Business 2 


Is your switchboard a bottleneck? It is whenever it's too 
busy with inside traffic to handle incoming and out-going 
outside calls! 


TAKE THE LOAD OFF YOUR SWITCHBOARD 


SELECT-O-PHONE (automatically and without an oper- 
ator) handles all inside communications independently 
of your switchboard—permits you to talk privately to 
from one to fifty-five stations, individually or collectively! 
SELECT-O-PHONE saves manpower, helps expedite or- 
ders, puts action into ideas—frees your city phones for 
profit-making calls. 


GET THE FACTS! 
Mail coupon today for full information. 


 SELECT-O-PHONE DIVISION, Dept. 10-A 

| Kellogg Switchboard and Supply Company 
6650 S$. Cicero Ave., Chicago 38, Ill. 
Please rush data explaining how | can save hours 


and dollars with SELECT-O-PHONE. 


Seleat-O-Phone ix. 


THE /7S1OE VOICE OF BUSINESS i... eee 
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CENTRALIZED OPERATIONS 
Po 


ATION TRANSMITTED 


EONS) REPORTED ae 
OR —w 


FINAL DOCUMENT _1SSUED_ 


fA) Applicant 


(F) Field Office 


Ww) Washington Office 
DECENTRALIZED OPERATIONS 


(a) Applicant 
(F) Field Office 


- 
Average travel time saved —— 
40 working days. 


CHART |. Travel of land-use application papers, Bureau of Land Management. 
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the handling of our correspondence and 
we can make many other improvements 
to make the office as efficient as the pro- 
duction line. In these critical times we 


may even say that it is unpatriotic not 
to improve the office wherever possible 
for in doing so we make more man- 
power available fot the industrial pro- 
duction line where it is so badly needed. 


The Congress and the President have 
taken official cognizance of this situation 
by instituting an aggressive management 
improvement program providing that 
all Government agencies give increased 
and regular attention to the economy 
and effectiveness of their programs. 
This provides for a systematic review 
and appraisal and action to solve iden- 
tified problems. Reports are submitted 
annually by all Government agencies to 
the Bureau of the Budget on the prog- 
ress made under this program. These 
reports are studied when the various 
agencies present their budgets and if 
it develops that a particular agency has 
not been sufficiently aggressive on this 
program its request for appropriations 
may suffer. This is a very effective 
management tool permitting the Presi- 
dent, acting through the Bureau of the 
Budget, to maintain a review and ap- 
praisal of the management improvement 
operations of all Government agencies, 
and if not entirely satisfactory, to dis- 
cipline these agencies where it hurts 
the worst—in their appropriations. 

Perhaps some examples of what we 
have been able to accomplish under this 
program in one Government bureau 
will give ideas to readers for improve- 
ment in their own fields. The Bureau 
of Land Management is one of the 
smallest in the Department of the In- 


terior, having a total personnel of ap- ° 


proximately 1200 employees, 200 in the 
Washington headquarters office and 1,- 
000 located in approximately 100 small- 
er offices seattered through the western 
part of the U. S. and Alaska. This 
bureau is responsible for managing the 
so-called “public domain,” commonly 
referred to as Federal lands, consist- 
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ing of approximately 182,500,000 acres 
in the U. S., and 290,000,000 in Alaska. 
It is also responsible for all the min- 
eral leasing on an additional 210,000,- 
000 aeres, or a total acreage of 682,- 
500,000. 

Last year it spent approximately $8,- 
300,000, while its revenues amounted 
to $49,082,000, so it can be seen it is 
one of the few Government agencies 
that makes a profit for the taxpayer. 
In managing this land it grants permits, 
leases and licenses for oil and gas pros- 
pecting, grazing and for such other 
purposes as homesteads, small tracts, 
rights-of-way and many other uses. The 
bureau handles approximately 50,000 
applications annually in performing 
this management job, in addition to 
many more thousands of miscellaneous 
letters and inquiries. Under the leader- 
ship of Secretary Chapman of the 
department, and Marion Clawson, di- 
rector of the bureau, an intensive man- 
agement improvement program was 
initiated in order to improve the bu- 
reau’s operations and keep up with a 
constantly inereasing workload. 

Since 1947 this workload has in- 
ereased from about 15,000 per 
year to the 50,000 cases now being 
received. Under former procedures it 
was necessary for all these cases to 
come to Washington for final action. 
One of the first steps was the decentral- 
ization of approximately 80% of this 
work to the field offices. (See Chart I.) 
Beeause of this decentralization and the 
emphasis on improvement in regulations 
and procedures, production in handling 
these applications has inereased from 
approximately 50 cases closed per em- 
ployee per year in 1947, to 360 cases 
closed per employee per year now. 
It should make the taxpayer happy to 
know that in spite of this increase of 
over 300% in workload, we are handling 
these cases with less personnel now than 
in 1947. (See Chart 2.) 

We have found form and procedure 
improvement one of the best approaches 
to improved management. An aggres- 


cases 
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sive form review and control program 
has been initiated under which a real 
analysis is made of the use of each 
form and all forms related to it in any 
way whenever reprinting of forms is 
requisitioned. This work has enabled 
us to make some revolutionary changes 
greatly reducing our workload while 
at the same time increasing our reve- 
nues. It must be emphasized, however, 
that this review and analysis must be 
intensive and real in every sense of 
the word, taking nothing for granted 
and making objective inquiries as to 
the need for every step of the pro- 
cedure and every line of the form. 

Our largest single workload item is 
applications for noncompetitive oil and 
gas leases which are now running at 
28,000 per year, or approximately 56% 
of our total paperwork load. This is 
also our greatest revenue producer as 
income last year from this source 
amounted to $38,453,000 out of our 
total revenue of $49,082,000, or about 
77%. 

Under the former procedures no 
regular application form was _pre- 
seribed for oil and gas leases. Applica- 
tions were made by letter indicating 
the description of the lands desired. It 
should be pointed out that in all these 
eases no production exists and applica- 
tions are being made only in the hope 
that later development will make the 
leases valuable. For this reason it is to 
the advantage of the applicant to create 
a priority for the lands by filing this 
application but by delaying the actual 
issuance of the lease. This is desirable 
from his standpoint because the rental 
does not accrue until the lease is issued. 
The old procedure permitted the ap- 
plicant, by taking advantage of the 
loose regulations, to create a so-called 
conflict in filing his application, which 
prevented the bureau from issuing the 
lease promptly. It was possible to do 
this by including in the letter-applica- 
tion lands previously leased or applied 
for by another applicant. In some 
cases aS many as six or more leases 
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would be involved in the conflicts. This 
made it very difficult for the bureau 
to determine the priorities and required 
a lot of work which, of course, neces- 
sarily delayed the preparation of the 
lease. In thousands of cases the bureau 
spent substantial time and finally pre- 
pared leases which, when submitted to 
the applicant for execution, were often- 
times returned with a new letter of 
application which again created a new 
conflict, thus starting the eyele and the 
delay all over again. 

It should be pvuinted out there was 
nothing illegal in this procedure and its 
development was just another indica- 
tion of American ingenuity and the go- 
getter instinct. The loopholes in the 
Government regulations permitted it 
and caused for the Government a tre- 
mendous workload, often with very 
little, if any, revenue. In many cases 
leases were never issued because the de- 
lay was sufficient to permit the appli- 
cant to find out that the lands were not 
valuable for leasing purposes and he 
would finally withdraw his application. 
This method also added to the burden 
of the big producing oil companies 
as they are the ones who really spend 
large sums in prospecting and drilling. 
In many instances the procedure out- 
lined made it necessary for them to buy 
out the speculator applicant who had 
an application pending before they 
could proceed with their drilling opera- 
tions. 

To solve this problem a new form 
was developed requiring the applicant 
to agree to take any or all of the land 
he had requested. There is now no point 
in his creating a conflict and such con- 
flicts have practically disappeared. In 
some offices, leases are now being issued 
in three or four days where in former 
times it took from two to three years 
or, as pointed out above, in some cases 
they never actually issued at all. 

Partly as a result of this change in 
procedure, about 34,562 oil and gas 
cases were closed in the fiscal year 1951 
as compared to 25,790 closed in the 
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As we offer you our hand on this 
business call, Royal Typewriter Com- 
pany brings you a new business machine. 


Your own records will show what a 
sound investment your present Royal 
Standard Typewriters are. They stay on 
the job longer with less time out for 
repairs. 


You know your typists like them. Sur- 
veys show that girls who type prefer 
Royal 214, to 1. And the business world 
thinks about the way you do, because 
Royal makes and sells more typewriters 
than any other manufacturer. 


In fact, the Royal Standard Type- 
_ writer is the world’s no. 1 typewriter . . . 
' the finest, most rugged writing-machine 
ever built. 


“Sit down. It’s worthwhile listening!” 


And now comes the Royal Electric 
Typewriter, made with the same care 
and engineering experience that has won 
a world-wide reputation for the Royal 
Standard. It’s ihe favorite Royal Stand- 
ard—with power added. 


There’s a place in your office for this 
new Royal Electric. No matter how 
many standard typewriters you use, 
there are special typing jobs that call 
for Royal Electric. 


With it you can step up production on 
some jobs and thereby lower office costs. 
You can get out more letters. Invoices. 
Stencils. And free typing-personnel for 
other work in the bargain. 


The coupon will bring you details 
about this newest member of the Royal 
Typewriter Family. 





CYA Made by the World’s Largest 
Manufacturer of Typewriters 


STANDARD « PORTABLE « ELECTRIC 


Royal Typewriter Co., Inc., Dept. 415 
2 Park Avenue, New York 16, N. Y. 


I would like a copy of the brochure, “Picture of 
Progress,” describing the Royal Electric. 





NAME 





Mail today! 
COMPANY 








ADDRESS 
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An R. C. Allen Typewriter in the Wash- 
ington office of Joseph Duke, Sergeant at 
Arms, U. S. Senate. 
fiscal year 1950; an increase of approx- 
imately 34%. At the same time reve- 
nues from this source increased trom 
$15,320,000 to $20,561,000. In revising 
this procedure and form, it was pro- 
vided that the applicant prepare all the 
copies himself, as compared to the 
former procedure of having this work 
done in the bureau. In over 90% of 


these cases the form need not be placed 
in a typewriter at the bureau but is 
merely approved by the manager of 
the district office and a copy returned 


to the applicant as his 
lease. 

One of the greatest difficulties in 
the past in the preparation of these 
leases was the tremendous typing work- 
load on the bureau. The former lease 
consisted of three pages requiring typ- 
ing on two of them as compared to the 
present one-page lease form. This is 
a very good example of important staff 
or office work having a direct and 
highly beneficial result on the operating 
or production line, resulting in the sav- 
ing of thousands of manhours each year, 
with a substantial increase in revenues. 
This idea of combining application and 
permit, application and lease, or appli- 
cation and license, can be adapted gen- 
erally to a number of procedures, 
particularly with respect to political 
sovereignties such as states, counties 


copy ot the 
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and cities where numerous permits and 
licenses are issued annually. It reduces 
the paper requirements about 50% and 
can be developed in such a manner as 
to shift the workload to the individual 
applicant or customer. In view of the 
importance of paper and steel in the 
defense picture, this is an opportunity 
which should not be overlooked by any 
of us as the reduction of paper means 
the reduction of filing space and filing 
equipment, which these days are very 
expensive items. The savings made by 
us by applying this principle to numer- 
ous other procedures has been sub- 
stantial, but space limitations prevent 
my telling the full story here. 

Another big opportunity for sub- 
stantial improvement in the office lies 
in the receiving, handling, routing, re- 
cording and answering miscellaneous 
inquiries, letters of a general nature, 
and similar material. In many Govern- 
ment and commercial offices complex 
recording systems have been established 
which, in some instances that have come 
to my attention, have delayed the han- 
dling of this type of material rather 
than expedited it. 

Usually complicated recordings syvs- 
tems by which all such letters are re- 
corded delay the mail appreciably. In 
answering such correspondence in many 
cases it is the custom to prepare indi- 

(Continued on page 196) 


U. S. Civil Service Commission uses the 

Soundex system for filing millions of Govern- 

ment employee service records in Wash- 
ington. 
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_ Are Priced Right! 


TEST FEDERAL’S FASTER, EXPERT 
SERVICE ON YOUR BUSINESS FORMS! 


Attractive prices ... expert printing . . . special- 


ized forms service .. . plus faster delivery. 


If you need carbon-interleaved forms of any 
size or description call on Federal. Federal de- 
signs and prints business forms on the fastest, 
most modern machines available. You get a 
superior printing job, delivered right on sched- 
ule! Ask us to quote on your next job. You'll find 


you CAN afford to use Federal! Some Federal Specialties: — 
Multiple carbon forms... - | 
carbon - interleaved state-  - 
ments ... voucher and pay- _ 
roll checks . . . forms re- 


a KEDERAL | quiring spot carbon or die- 


PRINTERS OF BUSINESS FORMS SINCE 1926 
; cut carbon... . business ma- 
business Frowucrs. se. 9 GOLD ST. . NEW YORK 38 * CO 7-8850 chine forms! 


re ae 





and it’s smart 
to count the little things! 


Accurate control of the flow of pro- 
duction, parts, materials, tools, products, 
services and finances is vital to the over- 
all success of the Defense program. 


The tabulation and segregation of 
important Figure Facts as and when 
they occur are the keynote to successful 
operation. 


Do away with old-fashioned tally 
sheets...Keep count with The Modern 
DENOMINATOR. 


Modestly priced, and easy 
to operate—Counts, Tabulates, 
Records and Totals with accu- 
racy. Made up in machines 
from one to 180 units to meet 
your specific requirements. A 
single unit fits comfortably in 
the palm of your hand. 


For details write Dept. 4-0. 12 Unit—2 Bank Denominator 


me Denominator Company, INC. 


261 BROADWAY NEW YORK 7, N. Y 


Manufacturers of Tabulating Machines for over 35 years 
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mportance of Office to Top Management 


LEON J. DUNN 


President, Society for Advancement of Management. 
Assistant to the Executive Vice-President, Veeder-Root, Inc., Hartford, Conn. 


N the not too remote past it was 

common practice for a large segment 

of top management to look upon the 
office and its activities as a necessary 
evil. This attitude was due in part to 
the fact that most enterprises were 
headed by men who had “arrived” via 
the sales or production routes and had 
little first-hand knowledge of office ac- 
tivities. Added to this condition was 
the fact that most concerns were com- 
paratively small and were not forced to 
consider elaborate record keeping and 
clearing house procedures. 

Even though a great percentage of 
top posts are still reached through the 
production and sales functions, the atti- 
tude of top management has changed 
to the extent that office work is con- 


sidered important enough to demand in- 


creased attention. Office management 
received top management scrutiny initi- 
ally because it was expensive in the eyes 
of the big bosses. More recently it has 
commanded consideration because it is 
a means of increasing the effectiveness 
of the entire enterprise or organization. 

The increase in the size and com- 
plexity of business organizations and 
the functional growth of business ae- 
tivities has made office work increas- 
ingly important. Even with the addi- 
tion of extensive labor-saving mechani- 
eal devices and more efficient methods 
and procedures for office work, the num- 
ber of clerical employees has increased 
from approximately 1,000,000 at the 
beginning of this century to an esti 
mate by the Bureau of the Census of 
6,776,000. The increase in the number 
of office workers, their total incomes 
and the great inerease in the amount 
of capital invested in buildings, ma- 
chinery and equipment is truly impres- 
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sive when considered in the light of a 
managerial problem. 

Top management expects the office to 
be a place where certain planning, facili- 
tative and coordinative activities neces- 
sary to the execution of managerial 
work are carried on. The management 
of the office itself is a technical staff 
4Inty with responsibility for planning 
operative clerical work delegated to the 
office manager by top management. 

Line executives expect aid from the 
office in such matters as devising pro- 
cedures for handling clerical projects, 
the design of control procedures, deter- 
mination of office standards, and office 
organization structure. Since the time 
and energies of top managers are taxed 
with creative thinking and policy-mak- 
ing decisions it is all the more important 
that they have a responsible staff eapa- 
ble of keeping records and originating 
and transmitting communications prop- 
erly. 

For example, it is the responsibility. 
and sometimes the ultimate decision, of 
the office manager to determine whether 
a centralized, decentralized, or eombi- 
nation of both, stenographie service is 
preferable for his particular situation. 
He should also be capable of making a 
proper decision as to whether the 
stenographie staff shall use shorthand, 
stenographie machines, or dictating ma- 
chines without having to burden top 
management with technical details. The 
above example opens up the problem of 
office equipment and machines which 
has as many solutions as there are of- 
fices. Because of the capital investment 
involved and the rapid and continuing 
development in office equipment, the se- 
lection of this equipment is an espe- 
cially important responsibility, some- 
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times going beyond the authority of the 
office manager. 

The office manager should be thor 
oughly familiar with a large variety ot 
equipment of varying degrees of auto- 
maticity, and more important still, know 
when it is economical to replace manual 
operations with machines. Top manage- 
ment is accustomed to buying more ef- 
ficient production machinery for the 
plant where the engineers have drawn 
up and presented a complete story of 
costs and savings. Likewise it is the re- 
sponsibility of the office manager to 
balance the economic advantages of of- 
fice machines with the factor. 
Proper selection of one from the many 
styles and types of adding machines, 
typewriters, computing devices, tabulat- 
ing machines, bookkeeping machines, fil- 
ing equipment, intercommunicating sys- 
tems, and others too numerous to list, 
requires skill and ability well beyond 
that of a chief clerk. The responsi- 


cost 


bility for the capital investment, the re- 
placement of workers with machines, 
and the selection of equipment which is 
most economical under average condi- 


tions has served to elevate the office and 
its activities to one of major propor- 


Aa. 


tions in the modern industrial plant. 

The increased burdens of top man- 
agement, the size and complexity of 
modern enterprises, and the severe pres- 
sures exerted by the defense efforts on 
top of an already strained economy all 
point clearly to the importance of 
effectively administered offices. 

The office exists because it is neces- 
sary. Its continued existence must de- 
pend upon its performance of services 
more efficiently than any other known 
agency can perform them. Assuming 
that the office is adequately staffed, 
equipped and organized, what does it 
contribute to the particular enterprise 
and to the economy? 

As the central clearing house and 
nerve center of an enterprise, the office 
proves its value by doing the most eco- 
nomical job of maintaining records, 
making computations, handling ecom- 
munications, and facilitating the work 
of all required in internal and external 
divisions of the enterprise. The office 
staff has a major obligation to continue 
the use of scientific management prin- 
ciples in the discharge of its duties to 
the organization, to society, and to the 
defense effort. 


Kardex Visible index 

files at the Fort 

Worth Division of 

Consolidated Vultee 

Aircraft Corp. where 

B-36 bombers are 
built. 
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Mobilization Accounting Problems 


H. A. PAPENFOTH 


President, National Association of Cost Accountents. 
Secretary-Treasurer, Trumbull Electric Mfg. Co., Plainville, Conn. 


HE year ahead is another challeng- 

ing one for the industrial accountant 

in planning adequately to serve man- 
agement, industry and the country dur- 
ing a period when a broad outlook and 
maximum flexibility are essential to, meet 
the ever changing conditions in- our 
economy. This challenge is not new, 
however. The accountant has always 
had to face problems arising from the 
changing complexion of economic condi- 
tions; during depressions, by measures 
of economy and conservation; during 
prosperity, by actions to maintain 
proper balance and at the same time 
move progressively forward; and dur- 
ing mobilization, by facing up to prob- 
lems related to government controls, a 
more complex tax structure, industrial 
expansion and government contracts. 

Is there anything different or un- 
usual about the industrial accountant’s 
job today from any other time? The 
answer, I believe, may be found in the 
accelerated pace and tempo to which 
business operations have been geared 
now for several years, and which is very 
likely to continue for an_ indefinite 
period. For some time the industrial 
accountant has been faced with meeting 
questions and problems arising from the 
necessary adjustments due to a e¢on- 
tinued defense economy, federal controls 
and inflation. In recognizing his re- 
sponsibilities in connection with these 
matters, he is in a position to serve 
and be a part of management in the 
control of expenses, profits and cost re- 
duction. 


With increasing government expendi- 
tures necessary tor defense purposes, 


and with the resulting increase in 
federal taxes, there is need for greater 
efficiency, cost control and cost redue- 


126 


tion, which become of paramount impor- 
tance as inflation spirals upward. By 
application of everyday practices of 
cost predetermination and control, the 
industrial accountant can contribute 
greatly towards minimizing some of in- 
flation’s unfavorable influences. By 
reason of his intimate knowledge of cost 
and price relationships, he can serve 
management and industry as well. 

One of the greatest challenges with 
which we are confronted as a result of 
the Korean struggle and mobilization, 
is the full and efficient utilization of 
facilities, manpower and materials to 
obtain maximum production at low cost 
and with a minimum of inventory in- 
vestment. Accomplishment of these ob- 
jectives will produce maximum results, 
with the available material and labor 
supply, at a time when production de- 
mands are necessarily high in order io 
meet the combined requirements of zov- 
ernment defense and consumer needs. 

The outgrowths of mobilization have 
spurred the demand for trained indus- 
trial accountants. The workload in- 
creases with every newly signed govern- 
ment contract, with each new materials 
allocation order, with each change in 
pricing regulations, with each new con- 
trol over wages and eredit, with each 
change in the corporate tax laws and 
with each new or expanded plant or 
industry. 

Mobilization’s — peculiar 
problems require great numbers of 
trained personnel. In defense indus- 
tries accountants are needed to follow 
the problems resulting from expanded 
plant operations and are involved in 
the solution of many other problems 
created by government controls and 
regulations. Many of the latter are de- 


accounting 
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Uarco’s Encyclopedia 
of PRODUCTION FORMS! 


It contains fifty pages of helpful information about your fourteen basic production 
forms, telling... 

@ what the form is 

@ why it’s used 

@ where it originates 

@ who uses it 

@ how the copies are distributed 

@ details of design 
Production Orders, Stock Withdrawals, Material Transfers, Rejection 
Reports...many of the forms you might use in your factory...are covered. 
For each form there’s a whole page devoted to its layout; another tells 
what, where, why, and who uses it; other pages give distribution and design. 

In other words, if you want to know something about production forms, 

you can find it in this book. 


Many years’ research on thousands of forms are behind it 


Yet Uarco offers this book free! Why? Just to help you understand the use of 
these important forms. For in that way can you buy them intelligently ... 
hence gain the real efficiency that the right business forms can give you. 


Pin This Coupon to Your Lefter- 


head and Mail It to Uarco For len a taken Bivd.. Chi .m | 

’ oom . . Jackson Blvd., icago 4, Ill. 
Your Free Copy, Today! Please send my copy of the Encyclopedia of Pro- | 
duction Forms 


Name 


UARCO A ive ee | 


INCORPORATED Se OO Ee te OT AT Tee | 


| 
| MCU pala asa Mange etd eee eee Raa ee anee | 
Factories: Chicago; Cleveland; Oakland; | 
Deep River, Connecticut; Watseka, Illinois City & State | 

—Sales Representatives in all principal cities. Se EEE EEE ORR Re ere ne Ne 
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fense-sponsored, including Wage Sta- 
bilization, National Production <Au- 
thority and Office of Price Stabilization 
regulations; Army, Navy and Air Force 
policies for cost-plus-fixed fee costs, ele- 
vator-clause contracts, price redetermi- 
nation, renegotiation and many others. 
There are the general government regu- 
lations pertaining to Security Exchange 
Commission requirements, Treasury De- 
partment requirements for federal in- 
come taxes, excess profits tax, and So- 
cial Security regulations. 


All of these requirements have greatly 
increased the demand for industrial 
accountants, on the part of industry 
and government, to cope with new situa- 
tions which develop and to keep pace 
with the ever increasing workload in- 
volving record keeping, accounting and 
general office procedures. In industry it 
hecomes necessary to have a well de- 
fined organization plan clearly sum- 
marized, to explain the various fune- 
tions, responsibilities, authority and 
principal relationships of any particu- 
lar position or a series of positions in 
the organization. Once the organiza- 
tion plan is established with responsible 
supervisors understanding what is ex- 
pected of them, they are in a position 
to plan their work to set up the neces- 
sary procedures, record keeping and 
prepare all required reports within the 
scope of the responsibility. 


A primary responsibility of the indus- 
trial accountant or office manager is one 
of planning, to coordinate the effort in 
all areas for the accomplishment and 
preparation of information required. In 
the adoption of office procedures and 
in setting up required records and re- 
ports, the need for utilizing modern and 
proven methods and mechanized equip- 
ment become a necessity as the labor 
supply is lessened, and to reduce ¢leri- 
cal cost to a minimum. As a part of 
the planning phase of office manage- 
ment, budgetary control is a device by 
which performance may be judged by 
keeping within the limits established by 
the operating budget as approved. It 
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is equally important that office expendi- 
tures be controlled in relation to income 
received, as weli as controlling manu- 
facturing or operating costs where they 
are involved. 

It is well to classify the work of the 
industrial accountant, and this applies 
equally to office managers, broadly un- 
der three principal divisions, in order 
to set up the organization and plan the 
job for some worthwhile accomplish- 
ment. These are (1) Routine work in- 
volving the usual run of records and 
procedures. (2) Handling of current 
problems arising from unusual condi- 
tions such as those involved under mo- 
bilization. (3) Work embraced by broad 
planning and a long-range outlook. By 
approaching the office job from this 
viewpoint, it is possible to establish 
objectives for accomplishment and ap- 
praise the results and effectiveness of 
performance. 

In these days of increased paperwork 
and record keeping, much of the infor- 
mation is generally summarized in the 
form of reports to meeting certain spe- 
cific requirements or to supply informa- 
tion to managers in industry as an aid 
for guiding the affairs of the business. 
There are a few fundamental principals 
in the preparation of reports which 
make them useful and understandable: 

1. The report should follow the or- 
ganization structure. 

2. Reports should show information 
over which those receiving them have a 
full responsibility or a fair measure of 
control. 

3. Reports should be generally sum- 
marized in concise form to provide an 
adequate indication of performance and 
trends without burdensome details. 

4. It is generally helpful to supply 
some interpretive information with re- 
ports as prepared, to save time on the 
part of the executive receiving such re- 
ports. 

Let us remember that it becomes a 
practical impossibility to comprehend, 
review and correlate detailed informa- 
tion unless it is reduced to condensed 
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New Heyer Spirit Carbon and Master Units 
are Sure to Please the Gals! é 


e Easier to Handle 
e Easier to Stock 
e Easier to SELL! 


Mr. Dealer—no matter how well 
you stand in with the office 
manager and the purchasing agent, 
the people you really have to 
please are the gals behind 

the typewriters 


Here's one sure way to please those 
all-important gals — make sure 
they're using O-SO-KLEEN 

the new Heyer Spirit Carbon that 
keeps their hands clean, 

produces longer runs —and that’s 
so much easier to work with! 


0-SO-KLEEN will please you, 

too — because it has longer shelf 

life, and does not require special 

storage precautions 

Unlike ordinary wax-coated 

spirit carbons, O-SO-KLEEN has 

a metallic coating that separates 

carbon from master paper. Masters 

last longer because the metallic 

coating prevents carbon bleeding 
and there are fewer smudges 


0-SO-KLEEN is moisture-proof 
Surface and edges are sealed 
It's as safe, as easy, as clean to 
handle as bond paper 
O-SO-KLEEN ts easier to handle, 
easter to stock, easier to sell! 
Send for samples and prices 


1840 $. Kostner Avenue, Chicago 23, ilinels 


Eastern Office 
17 East 17th Street 
New York 3, N, Y. 


Western Office 
420 Market Street 
San Francisco 11, Calif. 


Canadian Distributors - 
The Brown Brothers, Ltd, 
Montreal—TORONTO—Vancouver 
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form, highlighted to show) significant 
facts or changing trends which may e¢all 
for corrective action. 

The number of industrial accountants 
who are either a part of, or well repre- 
sented in, the management group 1s 
greater today than ever before and, ac- 
cordingly, there are greater opportuni- 
ties offered in this field. The National 
Assn. of Cost Accountants has 
tributed much to the advancement of ihe 
science of industrial accounting and io 
the stature of those engaged in the area 
of business activity. The 
has kept pace with the current condi- 
meet industry's need ino the 
financial and accounting field and there 
are many office and = super- 


¢on- 


association 
tions to 


Managers 


visors who are directing the many 1m- 
portant phases of the office operation, 
who are members of NACA. 

The National Assn. of Cost Ac- 
countants is constantly aware of the 
value of supplying information on mat- 
ters of current interest and, through 
educational programs, offers opportunity 
for improvement and advancement in 
knowledge to its members. With these 
tools at their disposal, with a preper 
sense of organization and a full under- 
standing of their responsibilities, and 
with effective planning, industrial ac- 
countants are meeting the challenge and 
making outstanding contributions <o the 
solution of many of the problems aris- 
ine from today’s complex economy. 





Office Work Is Communication 


CHARLES Z. MEYER 


President, Controllers Institute of America. 
Controller, First National Bank of Chicago 


HE purpose of office work is ¢om- 
munication. The final objective of 
all the words and figures written, 
papers handled and computations made, 
is either to communicate something cur- 
rently to an executive, customer, em- 
ployee or stockholder, or to @¢ommuni- 


cate in the future to some unknown 
person seeking to find out what you 
did now. It is easy to lose sight of 


this prime objective in the daily neces- 
sity: to concentrate on the means by 


which the work must be carried out. 
Here is a recent declaration by the 
national education committee of Con- 


trollers Institute, based on careful re- 
view and exploration of the experience 
of our members: 

“Our first and most important 
eral comment is that most of the 
with far 
better prepared employees than were 
available from most educational insti- 
tutions ten, twenty or thirty vears ago, 
and that we can see continuing improve- 


ren- 
schools 


of business are furnishing ws 
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ment in the effectiveness of this type 
of education. 


“In view of occasional comments 
from our members, that students come 
from some schools otf business inade- 


quately trained for this type of work, 
it seems neumbent upon us to attempt 
the positive counterpart of these 
jections: a statement of what we believe 
should be included in the training in 
order to produce a more immediately 
usable employee, and to improve his 
prospects of achievement and advance- 
ment. 

“In the meantime, we believe 
some general recommendations 
offered on the basis of a 


Cross-section of 


ob- 


that 
can be 
substantial 
CON- 
and 


opinion 
trollers obtained through interview 
correspondence by this committee and 
the national office staff. These are 
offered herewith for such value as they 
may have in the planning of curricula; 
and as aid to the constant efforts of 
teaching faculties to shift the emphasis 


among 
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NOW—FAST THOMAS COLLATING 


IN A small PACKAGE! 


Here's how swiftly and effortlessly the 

collating jobs are handled ... in a 
space 15'/. inches square! It's the 
new TABLE-TOP Thomas Collator. 


It brings you in a small portable unit 
all the best operating features of the 
larger Thomas models designed for 
heavy production requirements ... 
including the visible check on accur- 
acy of the work at all times. 


Large output capacity is on tap al- 
ways for getting the work through 
quickly and smoothly, whether routine 

or rush loads. 


The coupon below will bring you spe- 
cifications by return mail. 


SAVE WORKING SPACE IN "GATHERING" BY HAND — 
New Finger-Tip Gathering Trays 


Whatever the work you want to "gather" by hand, you set 
up only the number of trays needed for the job. No greater 
working space is monopolized. 


All the printed sheets are within easy reach, at your natural 
arm level. 


That's space saving, time saving, fatigue saving. 
When not in use the trays nest together in very small space. | 


Shall we mail you descriptive literature? 


two new 7 S — FeSSSSSSSSSSSSSSSESSE 888888888868 


Thomas Collarov 


developments 


Thomas Collators 
30 Church St., New York 7, N. Y. 


| am interested in the following. Please mail me de- 
scriptive literature and specifications. 


[] The new Table-Top Thomas Collator 

] New Finger-Tip Gathering Trays 

CJ Send me your Collating Work Sheet ''O'' on which 
| can analyze our paper collating jobs. 

specialists in paper gathering 

Company 

Street and City 











of teaching in 
needs. 

“The greatest lack we note among 
students from the schools of business 
is their inability to communicate. With- 
out disparaging the courses in English 
literature and composition commonly 
given in our colleges, we feel that quite 
a different need is left largely unfilled 
in many schools. No matter how well 
trained and competent a student may 
be with figures and accounting con- 
cepts, his value to us will be severely 
limited unless he can tell—in speaking 
or writing—what he did, why he did it, 
and what the significance of the findings 
may be. 

“We would, therefore, 
more emphasis in this direction. Per- 
haps a course labeled Communication 
might sell better to the student, than 
one labeled English Composition. Can 
the student’s papers and tests in other 
courses be graded for readability and 
quality of communication as well as 
fact-content ?” 


keeping with current 


like to see 


That advice to college faculty may 
be equally significant to any executive 
training and supervising office workers. 
Terms can make trouble. The method 
by which we communicate facts and 


One of the Bates Electric Staplers used by 
Federal Lithograph Co. to speed work on a 
contract for the Government Printing Office, 
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figures sometimes have unforeseen and 
unfortunate results. Here is an obser- 
vation from a careful student of Com- 
munist and Marxist thinking: 

“The loose way of using the word 
‘profit’ prior to 1891 was due primarily 
to the indifferent public practice of 
presenting business reports. Prior to 
Stewart’s famous ‘Twenty-first Annual 
Report of the Massachusetts Bureau of 
Statistics of Labor’ (1891) and during 
the entire lifetime of Karl Marx, re- 
ports commonly segregated annual costs 
into two principal divisions, namely : 

“1. Cost of materials and wages paid, 
and 

“2. Profits and general expense shown 
as the residual figure with no break- 
down into its elements. 

“As no breakdown was given to this 
second part of the report, the popular 
and false impression was permitted to 
grow to the effect that ‘general ex- 
pense’ was ‘minor’ expense and_ that 
‘profits’ therefore accounted for nearly 
50% of the business. 

“Unchallenged by any factual analy- 
sis, Karl Marx immediately seized upon 
this widespread misconception and, eall- 
ing the whole thing ‘surplus’ gave birth 
to his now famous ‘Surplus Theory of 
Value’. 

“Tt was thus due to Marx’s ignorance 
of accounting and the business ecom- 
munity’s indifference to an adequate 
presentation that the Marxian miscon- 
ception was permitted to gain such 
headway.” 

The MHoudaille-Hersey Corp. and 
some other corporations have been ex- 
perimenting with showing the “value 
added by manufacture” as a key figure 
in the corporate operating statement. 
They point out that $22 million out of 
their $52 million sales volume was re- 
presented by the purchase of materials, 
power, fuel, ete. They focus their 
presentation now on the remaining $30 
million (value added by manufacture) 
and show the breakdowns as follows: 

76% for wages and salaries 

(Continued on page 186) 
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HELP WANTED! 


Business today needs competent 
secretarial help badly.* 


So ...a word to the wise executive ... make your 
secretary’s job easier with SoundScriber. This versatile, tireless 
dictating equipment with its exclusive ‘Television 
Indexing’ works wonders in streamlin’ng every business 
day. You and your secretary save valuable hours of personal 
dictation . . . work better, get more done, faster and 
with less nervous strain. Thousands of businessmen 
like yourself have found the answer to their 
secretarial problem in SoundScriber. Write for 
information today . . . SoundScriber Corp., 
Dept. O-1, New Haven 4, Conn. 


*Recent business surveys show good secretaries 
are hard to find and keep. 


JOUND/CRIBER 


Trode 
First All Electronic Dictating System ¢ First Disc Dictating Equipment 
230 Sales and Service Centers Coast to Coast 





Here’s Good News for You! 


In your favorite Carter Ribbon 


Now Carter’s—the company that led the field in 
bringing you Nylon typewriter ribbons—offers you 
more exciting news. Now you can have your choice 
of your favorite Carter Ribbon brand in extra-qual- 
ity cotton or glamorous “Two Thousand” Nylon. 

Your typists can have Carter’s Nylon in Silver- 
Craft— Midnight— Ideal— Buccaneer — Planet— 
Director—office tested and approved brands . . . 
in standard lengths at moderate prices. 

These new Carter Nylon Ribbons are one more 
striking example of Carter’s leadership—a leader- 
ship backed by 93 years of experience. Carter's 
Nylon Ribbons can give your correspondence the 
“new look” and actually save you money while 
doing it. See your Stationer or Office Outfitter, now, 





Carter’s Super Nylon Ribbon is an 
extra-length, extra-wear, extra-per- 
formance ribbon . . . at just a few 
pennies more than the price of a 
standard-length ribbon. 
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Now famous Carter Uiylon Ribbons 


brand ...at down-to-earth prices 


All 7 Carter Nylon Ribbons offer— 


® Carter’s exclusive Silvertip clean- 
end to prevent smudged fingers. 

*® Choice of Black Record or Black 
and Red Record Bicolor. 

* Choice of Expert or Medium 
inking. 

® Spoolings for all popular 
typewriters. 


mee 

Carter's Nylon Ribbons— mls NYLeY 
Your best bet for best results: iil t [ LO Ma 
{—Extra-sharp impressions _ UI J 
2—Easier-to-erase impressions 
3—"Executive look” in every letter 
4—Just right from the start— 

no “breaking in” 


5—Longer wearing qualities... 
less expense 


THE CARTER’S INK COMPANY 


Cambridge 42 + Boston, Massachusetts 
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In War or Peace—Plan Ah 


A. L. METTLER 


President, Systems & Procedures Association of America. 
Manager, Systems & Procedures Division, Electric Storage Battery Co., Philadelphia. 


HE philosophy that the analysis ot 
office operations is only a remedial 
function has been discarded. Only 
with a continuous program can our 
office and clerical work be continually 
up-to-date. Management has generally 
recognized that obsolescence is the 
greater part of depreciation. If some- 
thing has not been reviewed in_ five 
years, it is probably out of date. 
With that as a premise, let us take a 
quick look at the need for office work in 
our basic everyday business life. Con- 
sider the erying need for productivity 
if our standard of living is to be main- 
tained. It has been indicated that, over 


a period of years, productivity in total 
(not only as related to office work) has 
increased at a rate approximating 3% 


per annum. It is basie that this inerease 
be maintained. Although the United 
States comprises only about 6% of the 
world’s surface and 7% of the world’s 
total population, it produces 92% of 
the world’s supply of bathtubs and 85% 
of all the automobiles. This kind of 
accomplishment is the reason that you 
and I enjoy better homes, better food 
and better working conditions than our 
less fortunate neighbors. This situation 
must not be compromised. 

Some authorities tell us it is now 
doubtful that this rate of inerease in 
productivity can be maintained by tech- 
nological advancements only. The heavy 
tax bite on earnings, coupled with the 
requirement for distribution of earnings 
as dividends, drains away a portion of 
earnings which would otherwise be 
available for re-investment in the busi- 
ness for production-inereasing facilities. 

What appears to be the continuing 
requirement to maintain large armed 
forees and even larger forees of federal 
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and state government employees, reduces 
the manpower available to produce the 
wealth required to support our standard 
of living. It causes us to use marginal 
workers who produce at a sub-normal 
rate. In addition, much of our manage- 
ment talent is devoted to the gigantic 
problems posed in government enter- 
prises. Consider the potential produc- 
tivity that could be released if we could 
return to business the management 
minds now concentrated on the National 
Production Authority and related de- 
fense activities. 

Furthermore, there has been a definite 
redistribution of wealth in the last 
several years so that we do not have 
the pools of resources available for in- 
vestment in productive enterprises. As 
wealth is spread among more people it 
is used tor satisfying short-term objec- 
tives rather than for long-range enter- 
prises that result in increased produc- 
tivity. The market for securities is such 
that risk or venture capital is not as 
readily available as it might well be 
under the conditions of intense activity 
we are experiencing today. 

Deficiencies in the supply and caliber 
of management trained personnel, large- 
ly resulting from the focusing of allout 
effort to win a major conflict and later 
to re-arm our nation as well as friendly 
nations, is being recognized as one of 
the most pressing problems of industry. 
To confirm this, witness the current 
movement to establish management 
development programs throughout our 
major corporations. 

With these considerations, it is readily 
recognized that our business managers 
are in dire need of assistance. This aid 
stems from many sources of which the 

(Continued on page 181) 
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PRODUCTION MEN | 
DON’T GET BONUSES FOR 
TRUCKS WITHOUT WHEELS 


You can’t meet assembly and delivery sched- 
ules for military trucks . . . or for any 
product . . . without positive control of 
materials, parts, and manpower. 


That’s why over 10,000 U.S. Plants now use 
PRODUC-TROL. Their materials, parts, and 
manpower are coordinated by Produc-Trol to 
meet assembly and delivery schedules. Their 
procurement and engineering work hand in 
hand with production. Produc-Trol unifies 
every phase of operation for these 10,000 
plants into a productive force that meets 
and beats schedules. 


Produc-Trol controls ALL kinds of proce- 
dures: Purchasing, Manufacturing Orders, 
Parts for Assembly, Inventory, Maintenance, 
Sales. Such versatility is possible only be- 
cause Produc-Trol shows at a glance as many 
as 16 pertinent factors for every item charted. 


Write today for the eight-page brochure — 
“How to Improve Your Order Control.” We 
want you to have it with our compliments. 








WASSELL ORGANIZATION, INC., WESTPORT 2, CONNECTICUT 


‘ Without obligation I would like brochure 
Productrol “How to Improve Your Order Control.” 


sy NAME 
‘Hi POSITION 
(Please attach to, or write on, your business letterhead ) 




















MQM 








PRODUC-TROL INSTALVELOPE ROTOR-FILE rile}. Pike) 4 
for Precision Control for Improved for Time-Saving, for Positive 
in Business Time Payments: Space-Saving Filing Record Analysis 
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FINGER GUIDE 
and HOLDER 


Back in the 1870's and 1880's the 
prime requisite for the most coveted po- 
sitions—-those of bookkeepers—was the 
ability to write a neat, round hand, with 


capital letters and figures plentifully curlicued. 


There was one ambitious young chap who was a fine penman, but nevertheless 
he lost one position after another, simply because the books in which he made his 
entries were unruled and all his writing ran uphill. 


So, he invented something important—to himself—the first Finger Guide anc 
Holder, and patented it in the year 1884. 


PITY THE MAN! 
Had he been able to use Tarco efficiency forms, he could easily have followec 


the lines and rules getting each figure in its exact position, without the cumber- 
some cross-bar holder and constant dippings in the ink pot. 


i 


Tarco forms are the most modern obtainable. They cover every size business anc 





every need: ledger, journal, payroll, tax record, balance sheets, etc. 


Tarco flexible-chain post binders are the last word in binders——-come in choice 


of three bindings and standard size range. 


Send for Catalog F-1 and see for yourself just how all-inclusive 
is the Tarco line of 240 fine forms and binders. 


Consult your Public TALLM j NN ROBBINS & ca. 


Accountant obout Tarco Better Business Forms, ve a Co-ordinated Filing Equipme 
the best Forms for aptareal 10, Illinel 

your Business. 316 W. Superior St., Chicago 10, Mlinois 
New York « Kansos City © Indianapolis « Tulsa « Wichita « Washington © 
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Motivation is Biggest Office Job 


E. H. CONARROE 


Vice President, Office Management Division, American Management Association. 
Manager, Policyholders Service Bureau, Metropolitan Life Insurance Co., New York. 


ACH year at holiday time it is my 

practice to reread Charles Dickens’ 

famous Christmas Carol. I don’t 
know of any better way to get into the 
proper Christmas spirit. Perhaps _ it 
was because I had this article in mind, 
but as I reviewed this classic a few weeks 
ago I was impressed with the deserip- 
tion of little Bob Cratchit, the clerk, 
sitting on his high stool in his dismal 
little cell warmed only by a candle and 
laboriously copying letters with his 
quill pen. The Christmas Carol was 
written in 1843. If we can assume that 
the office of Scrooge and Marley was 
typical of the time, we have come a 
long way in the present-day concept of 
office management. Contrast that one- 


man office force with our modern multi- 
storied office buildings and the millions 
of clerical workers now needed to keep 


the wheels of business turning. I think 
that comparison gives a pretty graphic 
demonstration of the vital place in our 
present-day economy that the office has 
acquired. There is no need to cite 
figures. The tremendously increased 
number of office workers and the grow- 
ing ratio that they represent of the 
total work force is well known. They 
bear out, however, the fact that present- 
day business because of the size, scope 
and complexity of its operations and 
the wide geographical areas over which 
jt is conducted, has an increasingly more 
difficult problem of administration. This 
has created a new role for the office. 
It has outgrown its former status as 
primarily a place for the recording of 
current transactions and the keeping 
of accounts. Instead, it has now as- 
sumed a place as the nerve center or 
control tower of business operations. 
This has meant broader and inereased 
responsibilities for the office executive. 
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The alert office executive, however, 
should not content himself merely with 
providing information or services as 
called for and in the form specified. As 
a specialist in the field of business ad- 
ministration he should be taking the 
initiative in devising better means for 
assisting and facilitating the work of 
the various functional departments and 
executives. TI like to think of the office 
primarily as a facilitating agency. Its 
existence is justified only to the extent 
to which, through its various activities 
and facilities, it serves to facilitate the 
accomplishment of the end-results of 
the undertaking. 


(Continuea on page 178) 


Although the Shredmaster is widely used in 
both Government and_ industrial defense 
offices to destroy confidential papers, specific 
mention cennot be made of actual installa- 
tions because it would indicate where secret 
documents are disposed of. 





Control Mounting Clerical Work 


H. C. M. COBB 


President, Institute of Internal Auditors. 
Assistant Controller, Worthington Pump & Machinery Corp., Harrison, N. J. 


ANAGEMENT today is faced with 
| many problems in the defense 

economy, but one of the most seri- 
ous is the tremendous increase in paper- 
work and clerical effort that is required 
as business struggles with the dual 
task of satisfving a growing demand 
for defense production and the un- 
satiated demand of its regular custo- 
mers. This period in which we are liv- 
ing is unparalleled in history in this re- 
spect and many of the 
war economy are being imposed on in 
dustry without the control over the 
civilian demand. It has been said that 
we are fast approaching a point where 
the amount of effort required to handle 
the paperwork on an order will be equal 
to that put into the production of goods 
to fill that order. This poses the ma- 
jor problem for management, already 
faced with limitations on profits and 
prices, of how to get out with a whole 
skin. 


controls of a 


While this problem of paperwork has 


been with us for a lone time, it has 


grown with the increase in complexity 


- 


Se 


and size of business. The simplicity of 
personal control of small business in 
other eras has become a thing of the 
past. ‘Today even in small business the 
requirements of Government alone, from 
taxes to controls, make necessary a vol- 
ume of records, forms and procedures 
that would have caused our grandfathers 
to shudder. The bigger the business, the 
greater this volume of clerical effort. 
This is the era of the flood of paper 
and machines—paperwork to control the 
men and machines, and machines to turn 
out the paperwork. 

Clerical routines have become as much 
a part of our daily living as automobiles, 
refrigerators and our daily — bread. 
Herein surely lies the danger. They 
ean devour us and our way of living 
if they get out of hand. This condition 
poses a challenge to modern ingenuity 
to see that these tools, which have been 
provided to help us, do not become more 
important than the purpose they were 
designed to serve. The tail must not 
wag the dog. 


(Continued on page 224) 


Friden Automatic Calculating Machines in the accounting department of Electric Steel Foundry, 
Portland, Ore., a Government prime contractor. 
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The Safety Vault Alone... scx 





The "AUDITOR'S" File No. 478 


Contains: Two double index drawers for 3" x 5" or 4" x 6" 
cards (6400 capacity); card drawer can also be used for 
cancelled checks; two ball-bearing, full width, letter size 7 


drawers; a safety vault (no keys necessary, only you know 
the dial combination); three adjustable storage compart- 
ments under lock and key. Size 37'/2" high, 30!/2" wide. 


17/2" deep. Cole gray baked enamel finish. With plungertype lock which 


automatically locks all drawers. 


No. 478PL ...........$81.00 
The above cabinet with four letter size drawers, instead of 
two. (The additional drawers replace the lower moregs 
compartment.) No. 0 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES 


oho) 





STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N.Y 








The Logic of Office Efficiency 


R. P. BRECHT 


President, National Office Management Association. 
Chairman, Dept. of Geography & Industry, University of Pennsylvania, Philadelphia. 


HE big, overall problem that con- 

fronts business enterprise in 1952 

is the continuing one of improving 
productivity. Only as the full poten- 
tial of men and machines is approached 
will costs be reduced to the possible 
minimum; and low costs with adequate 
service are an imperative under the 
present high tax program. Generally, 
the solution to this problem is in part 
technological, in part economic, and in 
part psychological. There must be a 
blending or union of all three types of 
values in such a way as to induce 


employees, both supervisory and rank 
and file, to utilize the technological fa- 
cilities made available for them to se- 
cure low operating costs without sacri- 
ficing the quality and service of per- 


formance. This general problem has its 
counterpart in office operations. 

To achieve this fortunate blend of 
values in the office, three interrelated 
factors are essential: (1) an inereasing 
recognition by top management of the 
pervasive service nature of the office 
function; (2) an expanding develop- 
ment and application of the logie of 
efficiency to the office function; and 
(3) a mounting determination to make 
this logic of efficiency palatable or aec- 
ceptable to the employee. 1952 will 
see further interest and activity in all 
three areas. 

During a long period office overhead 
held the unenviable reputation of be- 
ing a necessary evil. This attitude 
brought forth the kind of lackadaisi- 
cal management of the office function 
that could be expected. But it is in- 
creasingly recognized that the area of 
office management is not limited to the 
general office or to the centralized of- 
fice service functions. Every aspect of 
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business operation, whether it be sales, 
production, purchasing, engineering, or 
what have you, is facilitated by, de- 
pendent upon and permeated by a com- 
plement of paperwork, forms, systems, 
communications, and record keeping 
that comprise office work and are the 
eoncern of office management. 

The factory manager who considers 
his direct material costs as a necessary 
evil is just as silly as the older order 
of management that considered clerical 
overhead a necessary evil. Quite the 
reverse is true—the office function 
wherever it is found is a business es- 
sential! It must therefore be effec- 
tively performed and economically con- 
trolled. 

The practical importance of the 
proper recognition of the office fune- 
tion and of its management is to dig- 
nify the job of office management, to 
pay it in proportion to its real value, 
and to bring it to the council tables 
of the business, thereby calling forth 
the effort and talent required for a 
mature management job. 

Over the years there has developed 
in the field of office management a 
body of principle and practice that 
requires real managerial skill in appli- 
cation. This bundle of managerial 
know-how can conveniently and ap- 
propriately be referred to as the logic 
of efficiency, for it is aimed at the 
more effective and economical use of 
men and machines to attain service and 
profit ends. In detail it covers a variety 
of areas of interest: formal organiza- 
tion, mechanization, layout, physical 
environment, standardization, forms de- 
sign, procedure analysis, job evaluation, 
methods simplification, motion and time 


(Continued on page 176) 
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e Boss fo the Shipping Clerk, , . 


from th 


Brighter Writing - Easier Reading - Cleaner Work +» Sharper Copies 


No more carbon paper “peeves”! No extra handling, messy appear- 

ance, or guesswork when you use TARA Carbon Paper. TARA won’t curl, 
lies flat, leaves no smudges or fingerprints on second sheets. Sharp 
impressions eliminate retyping due to untidy erasures, multiple copies 
are legible! TARA’s superiority can be seen at a glance ... makes 

everyone happier through easier handling, longer use, and better work. 
Surprisingly enough, this 100% rag tissue costs you 

no more than ordinary carbon paper. 


The American Carbon Paper Corp. 
1313 West Lake Street » Chicago 7. Illinois 


Test It on Your Work! 


« "Send FREE samples of TARA Carbon Paper for use on 
Mail the Coupon Now! asa eptah ning 
See for yourself how much cleaner, ; 
clearer and sharper single or multiple Firm Name.:......... scene gd caeces hen ks ween cube cemtnies cea jess 
copies are with TARA Carbon Paper. _ : rere 
Just fill out the coupon and FREE 
samples will be sent you without 
obligation. Do this today. 








Between Crises in Britain’s Offices 


A. BRADLEY 


Chairman, Office Management Association, London, England. 
Head, Administration Dept., Ford Motor Co, Ltd., Dagenham, England. 


UCH is the capacity of the human 

mind to forget or minimize in time 

unpleasant memories that, when con- 
sidering the subject of this article, one 
found it hard to re-live mentally the 
war period and to compare it with the 
vears before or after. There is no 
doubt that much happened in the office 
during the war. The war years 1939 
to 1945 witnessed constant improvisa- 
tion and adjustments to the needs of 
the moment. 

Necessity required action first and 
talk afterwards. Clerical procedures 
had to be devised to conform with 
Government requirements. Personal 
Fideas and ambitious theories were dis- 
carded. Conformity with the requests 


of the appropriate ministry, in the na- 
tional interest, was all that mattered. 
With the end of the war came the 
need to change to peacetime methods. 
Now was the opportunity to review all 
the bright ideas shelved in 1939! The 
sense of extreme frustration seemed to 
depart overnight, in the exhilaration of 
the moment. We were all busy clearing 
up the immediate past, and simultane- 
ously planning the future—even if the 
latter were still uncertain and too many 
questions remained to be answered. 
Wartime procedures, arising from 
Government decrees and practices, were 
gradually discarded and pre-war in- 
ternal methods substituted, after due 


(Continued on page 172) 








-DUPLI- TYPER ‘Ribbon: Attachments | 


72 |. For Continuous Form Work | 


@ Increases Production 





Reduces Costs 
Adaptable to all Machines 
Makes INKED Copies 










: Mokes ; Eliminates Carbon Paper 
Origina 5 fl 
ait Low Cost 
4 Duplicates ss : 
with Thousands In Use 
INKED 


RIBBONS For Many Years 


2. For Bookkeeping Machines 
| CYCLE BILLING, JOURNALS, 
LEDGER & STATEMENTS, etc. 


Makes INKED Non-Smudging copies 
COMPLETE VISIBILITY of entries 
Eliminates Carbon Collation 
Eliminates Carbon Jackets 


DUPLI-TYPER COMPANY, 456 Fourth Ave., New York 16, N. Y. 
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How much money 
out of a 
calculator? 


Even if the money doesn’t fall out /ike 
Jrom a piggy-bank, a Facit calculator soon 
pays for itself and then yields pure 
profit. Facit costs less than any other 
machine in its class, but still does the 
normal calculating work of 5 to 10 men! 
Its simplified 10-key system for all 
types of calculating can be learned by 
anyone in 15 minutes. Count on 
profits— count on Facit, the world’s 
most exported calculator. 


WORLD CHAMPION IN ITS CLASS 


A BUSINESS PRODUCT OF 
AKTIEBOLAGET ATVIDABERGS INDUSTRIER 


U. S. SUBSIDIARY: FACIT, INC. 


500 FIFTH AVENUE, NEW YORK 18, N. Y. 
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FOUNTAIN PENS — « 
cient and economic 
















bape ENDS — at tas t- 
ensive 200k nds 
teh moderr offi - 


NAMES IN INDUSTRY. ti ld THERE IS NO sussnitUTE 
FOR QUALITY. All M 


CHOOSE Grea7 DESK TOP EQUIPMENT! =)". 


BERT M. MORRIS CO. is foremost in the 
field of matched Desk Top Equipment. > 


The complete setting shown — 
pen set, memo pad, letter tray, 
ash tray, and phone rest, retail 
for less than you would expect ror Witt ability 
to pay for one fountain pen set. 


br ze oe b bing de ps a 
paper is used, or standard 
box style 








ft 5 
MORRISET — the constant flowing, all- mee <= 

round writing implement that holds a full —- sith sopaleaig A im Rpt 
2% ounces of ink for months of writing pressed pees tren . 
without refill. Your choice of five quickly =e sided. tagel or loteer sian 
replaceable “thread-in” points—extra fine, MEDIUM 

fine, medium, broad, stub se 


FINE 


BERT M. Morris co. emmasee 


Dept. 0-1, 8651 West Third Street Desk Top Package Deals —#100 and #200 
les angeles 48, Colifernia Inquire about the surprisingly low cost of 
in Canada: Mcferlene Son & Hodgsen, itd, Montreal, Que matching your desk with these items. 


j 
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ffice Is Essential to Purchasing 


C. F. OGDEN 


President, National Association of Purchasing Agents. 
Purchasing Agent, Detroit Edison Co. 


ODERN business is geared to a 

complete dependence on the ade- 

quacy and accuracy of its oftice 
methods and procedures. Far more im- 
portant than the loss of a single battle 
in modern warfare, is the loss of the 
productive capacity of the industry 
which supplies the materials with which 
we fight. Industry cannot grope for 
nails. It must know where they are, 
in what quantity, and who will need 
them at what time. This information 
can only come from the records kept by 
the office divisions. 

I recently was talking to the purchas- 
ing agent of one of America’s largest 
manutacturing industries. He told me 
that his company purchased materials 
and services from some 56,000 sup- 
pliers. Imagine the amount of paper- 
work necessary just to record the names, 
addresses, and other pertinent data eon- 
cerning that many different suppliers. 
It seems elementary to even mention 
that it is necessary to keep such a 
record. And yet, even a 1% error in 
the proper tabulation of this informa- 
tion could result in some confusion be- 
tween this company and 560 of its sup- 
pliers. That would be a very minor 
error compared to many that could arise 
without efficient office personnel and 
procedures. There can be no question 
about the importance and necessity of 
the functions of the office staff. 

Primarily, purchasing people are 
white collar workers and we usually as- 
sociate white collar workers with the 
office. Certainly no purchasing agent 
can function properly without his staff 
of office personnel. Even the average 
buyer spends as much as 40% of his 
time on tasks which are principally of- 
fice procedures. In addition to this time 
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spent, there is usually at least one more 
clerical or stenographic employee who 
spends full time on office work for 
each buyer. It now becomes evident 
that a good share of the manhours neces- 
sary to operate a purchasing depart- 
ment is spent on office routine. — 

The importance of accuracy 1n pur- 
chasing office procedures cannot be ove? 
emphasized. A few years ago, a surs> 
vey revealed that the average purchas- 
ing department spends 56 cents of each 
sales dollar. In addition to just this 
monetary consideration, the whole of 
any company depends on the accuracy 
of the information supplied by the purs 
chasing department to establish and per+ 
form its necessary functions. As aa 
example, the accounting department 
must know the correct contract price of 
an item to make the proper disburse> 


Multistamp hand duplicators are widely used 
in defense plants to print Government-re- 
quired copy on labels and other forms. 





ment when the invoice is received. They 
usually get this information from the 
copy of the purchase order forwarded 
to them from the purchasing depart- 
ment. Almost every department in a 
company is affected and moved into 
some kind of action by procedures which 


originate in the purchasing department. 

f | The important thing is that the me- 

H §=6chanies of starting this cycle of motion 

¥ O Ww PRICE = is an office function. Sometimes belittled 


and on occasions completely overlooked, 
the office function can become the “lost 
ECONOMY LINE 
POST BINDERS 


nail” of industry. 

Office purchasing procedures, as any 
other procedure, depend on certain 
essential records. Records are neces- 

Now give you improved 
quality at lower prices. 
Available in metal or fab- 
ric hinges, in Dual-Lock 


sary to keep track of the volume of de- 
tails which is inherent in any purchas- 
or End Lock Styles. Write 
for circular No. 147. 


ing transaction. Let us look for a 
minute at some of the records used in 
LITHO-RULED 
LEDGER SHEETS 


purchasing : 
« 


. ae ‘“ => der She 
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1. The Purchase Record. This record, 
properly established to meet the in- 
dividual needs of each company, is 
usually kept up-to-date by daily post- 
ings of orders issued. It is the heart of 
the entire purchasing system. It need 
not be an elaborate record to serve its 
purpose. Usually it is an alphabetical 
COLUMNAR FORMS listing of the items purehased. It pro- 


vides a cross index to the purchase or- 


qo 
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Are printed reproduc- 
tions of old style pen 
ruled forms. Won’t 
smear when wet; easy 
on the eyes; a wide 
range of forms to choose 
from. Write for circular 


No. 157R. 


For a full line of rec- 
ord keeping equipment 
try CESCO first! 


SP Ceseo" 


g Ss. Ne ee 

Stationery items like Safeguard's Lowston 

THE C.E. ? al D-R-T Type Cleaner ere essential as in this 
citrnain . , scene in the engineering office of Sanders & 


semntnemateasinanden Thomas, Pottstown, Pa., where specification 
typing must be legible. 
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What the sewing machine did for sewing, 
the BATES ELECTRIC STAPLER does for stapling. 
A touch of the paper and the BATES ELECTRIC 
makes its own rustless brass staple from a 
spool of wire .. . ‘’shoots”’ it quick as a wink 


5000 shots with one loading 


... securely fastens up to 20 sheets of me- 
dium weight paper. Say goodbye to firing, 
time-wasting manual stapling ... speed up 
the job with a BATES ELECTRIC. Clip the coupon 
for full information. 


Smaller than a typewriter... only 27 lbs. 


Extremely quiet 


Rubber “toes” prevent damage to desks 

Tested for 4 years... hundreds in use 

110-120 AC motor drive... hair trigger switch 

Saves time and trouble ... actually pays for itself in a short time. 


‘he Bates Manufacturing Co., Orange, N.J. + N.Y. Offices, 30 Vesey St. 


Staplers Pertorators 


-_ Numberi 
“= List Finders Eyeleters, etc. 


Machines 


accion 


THE BATES MFG. CO., 30 Vesey St., New York 7, N. 
Dear Sirs: | would like more information on the BATES ELECTRIC STAPLER 


City.. 
My stationer is...... 
Address 
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ders issued, which are generally filed 
numerically. It also includes the name 
or names of suppliers, quantities usually 
ordered, prices, terms, f.o.b. points, ete. 
In short, it is a quick, ready reference 
to the information concerning each pur- 
chase transaction. 

2. Standards and Specifications. These 
records give all necessary information 
concerning the standards and specifica- 
tions of items to be purchased. In 
most companies, these records are de- 
veloped by special committees composed 
of representatives of the several in- 
terested departments. They are very 
important to the purchasing depart- 
ment, since requisitioning departments 
need only refer to a specific standard 
or specification when ordering. The 
purchasing department then has at its 
fingertips all the detail necessary to 
completely describe the material re- 
quired. Keeping these records up-to- 


' date and initiating changes resulting 


from changes in the market conditions 


or availability of items or materials 1s 
normally a purchasing department fune- 
tion. 

3. Follow-up and Expediting Records. 
Under present economic conditions, the 
follow-up and expediting of deliveries 
have become of prime importance. Even 
in normal times it is a matter of con- 
siderable concern. A majority of all 
the items purchased come through in 
due course. However, a certain percent- 
age of orders have always required fol- 
low-up, and this number has been in- 
creasing steadily since the Korean War. 
The form of follow-up or expediting 
records varies greatly with different 
companies. It may be an _ elaborate 
schedule board or it may be as simple 
as a copy of the purchase order with 
spaces on the back to make the neces- 
sary entries. Added to this may be 
numerous memoranda or letters cover- 
ing actions taken, particularly if the 
purchase is a big one. Some yearly con- 


(Continuea on page 170) 


National Office Management 


San Francisco, Cal. 
Civic Auditorium 


May 19, 20, 21, 22 


Association 


announces the 


“All-Purpose” Business Show for 1952 


1952 held in conjunction with our 


33rd International Conference 


For Complete 
Information Regarding 
Available Space, Write: 


NOMA 


132 W. Chelten Ave. 
Philadelphia 44, Pa. 


cooperating groups: 
Office Equipment Manufacturers Institute 
Metal Business Equipment Industry 
Wood Office Furniture Institute 
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New Victor Custom models are more 
than just adding machines. They do many 
important calculating jobs, too—thus sav- 
ing the extra cost of more expensive ma- 

chines that need trained operators. 
Victor Custom models do such im- 
, Portant calculating jobs as figuring op- 
10-key Keyboard  ¢!ating and budget ratios, comparative 
Totals 999,999,999.99 Sales percentages, profit and loss state- 
ments and many other figure problems. 
They add, subtract, multiply, divide, auto- 
matically compute credit balance and 

print results on the tape. 
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Movable Decimal Marker Speeds 
Calculation—Exclusive with Victor. 
Point off decimal places by pre-setting 
the marker. Eliminate counting col- 
umns on tape. Speeds calculating, mul- 
tiplication, division, addition and sub- 
traction of decimal equivalents. 





Full Keyboard @eeeeeeaoceae eee eeeeeeeeee eee 
Totals 999,999,999.99 There are 42 basic Victor models. 
‘ g To learn how Victor can give you extra 

Calculating Jobs without service on your figuring problems mail 

B Trained Operators — Thats coupon or call the Victor Branch or 

te the “Plus” We get from Dealer listed in Classified Phone Book. 


a, HO rg RE 


} Victor Adding Machine Co. 
1 Chicago 18, Ill., Dept. OM-152 





t © Please send me free new vooklet “Secret 
t of Speed.” Tells how Custom machines do 
§ many important calculating jobs. 

) Send me free information on complete 
§ Victor line. 

‘ Name. 





VICTOR ADDING MACHINE CO. £19 1') oe ON 
Chicago 18, Ill. HAS WHAT — 


' Address 
The World's Largest Exclusive i 
Manufacturers of Adding Machines IT TAKES a City. State. 
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Vew Produc 


STENO POSTURE CHAIRS 
Chair Co., 953 S. Ray- 


Calif., announces 


King Posture 
mond Ave., 
the addition of two steno swivel models 
to its line: 220-C and 222-C. Model 222-C, 
illustrated, features a comfortably large, 
executive-size, U. S. Koylon foam rubber 
seat, measuring 18” x 16144” x 2%”. Live 


Pasadena, 


foam is also used on the posture-con- 
toured backrest. The 220-C differs in seat 
size only, measuring 15” x 14” x 214”. 
Both models are available in green, gray 
or brown Goodall Claremont fabric or a 
five-color range of vinyl-coated fabries. 
King Chairs are scientifically designed 
and engineered for posture seating com- 
fort, with instant 3-way fingertip adjust- 
ment. Anyone can quickly obtain pos- 


ture seating comfort from a sitting post- 
tion. Modern styled with heavy molded 
aluminum 22” tip-proof caster 
spread, infra-red baked enamel finish and 
attractive upholstery. 
are expected to retail 


$45. 


base, 


The above models 
at approximately 


PHOTOCOPY MACHINE 

American Photocopy Equipment Co., 
2849 N. Clark St., Chicago 14, Ill., makes 
the Auto-Stat photocopy machine which 
automatically makes, develops and fixes 
a copy in 30 seconds. Machine requires 
no darkroom, water or chemicals, and 
ean be used on a desk. It uses two dif- 
ferent types of paper—a No. 1 sheet sen- 
sitive to light and a No. 2 sheet not 
sensitive to light. Both papers are coated 
with patented emulsion. In the simple 
two-step process the original to be copied 
is placed face to face with the No. 1 
Auto-Stat sensitized sheet and inserted 


in the contact printer. After a 10 second 
exposure to light, the original and No. 1 


sheet are removed. The original is set 
aside and the exposed No. 1 sheet is 
placed in face to face contact with the 
No. 2 Auto-Stat sheet and both sheets 
are inserted in the slots at the front of 
the Auto-Stat processing unit. The two 
sheets travel through the Auto-Stat au- 
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tomatically and emerge from the delivery 
slot, adhered together, in approximately 
8 seconds. The operator simply peels 
the two sheets apart and has a positive 
reproduction of the original on No. 2 
Auto-Stat sheet. The No. 1 Auto-Stat 
sheet can be either thrown away or 
saved as a reverse reading file copy. An 
inexperienced operator can produce a 
minimum of 100 Auto-Stat copies per 
hour. The unit is designed to handle 
letter and legal size copies as well as 
larger copies up to 11” x 17”. The Auto- 
Stat is smartly styled and has a gray 
hammerloid and black wrinkle finish. It 
measures 21” long x 8” wide and 5” high. 
It is sturdily constructed of rustproof 
stainless steel and operated by an AC 
motor. (DC motor available at slight ex- 
tra cost.) An illustrated booklet deserib- 
ing the Auto-Stat in full detail can be 
had from above address. 


OFFICE LADDERS 


)} I. D. Cotterman, 4535 N. Ravenswood 
| Ave., Chicago 40, Ill., makes electrically 
welded steel Safety Ladders for file- 
-rooms, stock rooms, vaults, ete. Ladders 


feome with 2, 3, 4, 5, 6, 7 and 8 steps 


jranging in height from 18” to 72”. 


Ladders are mounted on swivel brake 
‘easters and roll freely without lifting 
when there is no weight on the ladder. 
‘When a person steps on the ladder, rub- 
ber cushioned legs automatically lower 
‘to rest on the floor and prevent the 
iladder from rolling or moving when be- 
ing used. The higher ladders have hand 
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rails on three sides and 24” high plat- 
form railing at top which well 
above the knees for maximum safety. 
The 8”-deep steps allow room for both 
heel and toe and 12”-deep top platform 
allows footroom to turn around in any 
position. Steps are pitched for easy 
climbing with heavy loads. All seven 
sizes are made in 1914” and 2514” widths. 
The 2-step filing or vault ladder (with- 
out rails) is shown here and illustrated 
Circular No. 51-0, with all models, can be 
had 


comes 


from above address. 


FORMS, BINDERS 
Tallman Robbins & 316 W. Su- 
perior St., Chicago 10, Ill., offers their 
free plastic-bound Catalog F-1 which 
illustrates the Tareo line of 240 forms 
and binders for record keeping 


Co., 


every 





One of the most complete catelogs of 
its kind ever published —@ presentation 
of the quelity products of the Geld 
sold direct to the consumer by the mane- 
feavurer ot menviedure's prices 





TALLMAN, BOBBINS & COMPARY 
on svoate ste noe teeters 


“141326 weet Sopener Street, Chicage 10, Mineis 








purpose. 
cluding 


Full deseription of forms in 
paper sizes, printing, 
punching, ruling and prices are given fo: 
each form. Forms can be ordered di 
rectly from this manufacturer’s cata- 
log since the price list covers different 
quantities. All 


colors, 


forms are pen ruled in 
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brown, green, blue, ete. Binders to house 


the forms are also included. 


CARBONIZED GUMMED LABELS 
Battve-Franklin Corp., 720 S. Dear 
St., Chieago 5, LIL, makes padded, 


gummed, spot carbonized shipping labels 


born 


with which five legible label copies can 
be made when using pencil; 10 copies on 
manual typewriter. When typed simul 
taneously with Zip-A-Part carbon inter- 


leaved invoice forms, one operation does 











AMERICAN STERILIZER COMPANY 
ccagune or 
SUPERIOR "Soraus: "mramc” APPARATUS 





Te: 








an entire addressing and billing 


The 
other 


pro- 
cedure, spot carbon 


like 


records, 


samc 


type of 
has many time 
tickets, 
Samples of the carbonized gummed 
Zip-A-Part 


can be had from above address. 


applications 


pass records, posting 
ete. 
and forms 


labels multicopy 


PENCILS 
Hand Industries, Osear W. 
Fifth Ave., New York 19, 


provides employment for 


Helping 
Richards, 550 
a 
crippled and disabled servicemen, makes 
Richrite 
eluding red 


which 


Pencils in all grades and in 


and blue colored 
with both thick and thin They 
also make Richrite Ink which 
are said to outlast many regular pencils. 
Their pencils are available for advertis- 


pencils 
leads. 


Pencils 


ing purposes in any color, both round and 


154 


hexagon shaped, with up to seven lines of 


Richrite 
prices can he had by 
writing the above address on 
letterhead. 


advertising copy. Samples” of 


Pencils with low 
vour busi 


ness 


FANFOLD TYPEWRITER 
Park 


AnNHOUNCES 


Underwood Corp., 1 Ave., New 
York 16; N. Y., that 10-key 
kevset decimal tabulation is featured in 
the Underwood All Fanfold 
Writing Machine. The tabulator enables) 
rapid positioning of the carriage to pre- 


Kleetrie 


determined decimal locations to speed 
billing operations, and is located in the 
normal area immediately above the key- 
Electric Fanfold 


designed to eliminate all 


board. The Underwood 


has been non- 
productive operations in the preparation 
of forms that require one or more copies. 
hard 
itself. All the 
operator has to do is touch the keys of 
the familiar key- 
Uniform type impressions are au- 


Klectric operation assigns all the 


work to the machine 


standard typewriter 


board. 


tomatic, and ten pressure control set- 


tings automatically give any desired 


number of carbon copies. Other features 
of the inter 


mediate and full carriage return control 


machine include eleetric 
palm tabulator, adjustable form measur 


ing gauge for accurate form removal 
pivoting transparent form cutting knife 
choice of carbon 

flexi 


with 


floating sheet or roll 
and 


The 


paper 
bility. 


complete application 


Underwood Fanfold 
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)-key keyset decimal tabulation and au 


carbon retraction feature costs 


RECORDS PROTECTION 


Diebold, Ine., Canton 2, Ohio, offer two 
ree booklets containing valuable infor- 
hation on records protection and classi- 
eation. ‘‘ Approved Plan for Record Sur- 
ival’’ describes the dangers which war 
hay bring to filerooms and the various 
hethods suitable for protecting different 
ypes of records. This is a recent publi- 
ition and all the facts in this 28-page 
ooklet are practical and up-to-date. The 
ther booklet, ‘‘ Business Records Classi- 
cation & Retention Recommendations, ’’ 
mtains a breakdown of the individual 
cords used business 
1d institution, and retention 
thedule for each class of record in each 
epartment of a Both books 
re handy for file supervisor reference, 


in every type of 


gives 


business. 


DESK PADS 

Geo. E. Fox & 1051 N. Throop 

t., Chicago 22, LL, makes Lyno Desk 
’ads with a smooth, non-reflecting plas 
jie writing surface which makes the use 
if a blotter unnecessary. 


1aroon, brown and green, 


Co., 


Pads come in 

The 20°: x 
6” size lists at $7.50; the 24” x 38” size, 
t $10. Each has 4” cowhide leather 
‘anels on the sides with lines handtooled 
n 24-kt. from above 


gold. Literature 


ddress. 
i 
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HOW PAPER IS MADE 
Office Service, Rising Paper Co., Housa- 
tonic, Mass., offers a handsome, free 
brochure containing large lithographed 
illustrations showing the manufacturing 
processes in the production of fine papers. 


Titled, ‘‘Fine Paper at its Best and 
How It Gets that Way!’’ the large pages 
of this plastic-bound booklet present a 
picture tour of the Rising plant which 
should prove highly interesting to all 
users of office papers. 


DESKS, CHAIRS 


Worden Co., 200 East 17th St., Holland, 
Mich., makes blonde oak desks with se- 
lected panels and tops of uniform color 
without stain breaks or blemishes. Desks 
are available size 


with any overhang 





Reduce 


Absenteeism 
this 
WINTER 


GLYCO-MASTER 


VAPORIZING 
GLYCO-CIDE 


(TRIETHYLENE GLYCOL) 


Employees being away from the office 


due to colds is costly . cut this cost by 


installing a Columbia Glyco-Master 


dispensing Glyco-Cide it has proved 90% 
airborne viruses and 


effective against 


germs such as colds, flu, pneumonia and 
strep 

The Glyco-Master is modern and smart 
in design; and with its accurately cali- 
brated controls it quietly and efficiently 
vaporizes the Glyco-Cide to effectively con- 
trol upper respiratory infections. 


Columbia Glyco- 
Masters are avail- 
®, able in a complete 
range of sizes — 
treating from ap- 
proximately 15,000 
to 1,500,000 cu. ft. 
of air per hour. Air 
cond itioning 
models for instal- 
lation in present 
ventilating systems 
are also available. 


Write for complete information today. 


COLUMBIA CHEMICAL CO. Inc. 


154 E. Erie Street Dept. O Chicago 11, Ill. 
“Columbia—The Gem Of The Glycol 


Vaporizers” 








tops and the top ean be located in any 
position such as with a long overhang 
at one end for conference or other special 
use. Bases are made in 42”, 52” and 60” 
widths. The blonde oak desks have 
brushed gold-finished hardware but desks 
are also made in walnut and mahogany 
finish. Highest quality matching chairs 
are upholstered in Kalistron in a variety 
of colors, as well as leather. 
of the 
lifetime 


The bases 
constructed to last a 
and chairs ean be finished to 
match any other furniture. Details and 
prices on this quality line of wood office 
furniture can be had from above address. 


chairs are 


NOISE METER 

Scott, Ine., 385 Put- 
Ave., Cambridge 39, Mass., makes 
the Type 410-B Sound Level Meter for 
accurately 


Hermon Hosmer 


nan 


sound and 
have harmful ef 


measuring noise, 


vibration, which often 


fects on human 


hearing. A 


and - 
very rugged, compact and 
accurate instrument is made possible by - 


nerves, efliciency 


and 
ponents with patents-pending miniaturi- 
zation techniques. The meter meets all 
American Standards 
This model } 


use of subminiature tubes com. | 


specifications of 


Assn. for sound level meters. 
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BUSINESS WAS DIFFERENT 


Things have changed in the past half-century. Bulky, cumber- 
some ledgers, cash books, journals, day books and other record 
keeping methods adequate in 1890 are obsolete today. The 
exacting demands of business today for accurate, reliable 
record keeping systems are recognized by every progressive 
executive. Whether you operate a small business or a million 
dollar plant, properly kept efficient records are the keynote 
of your success. 


vertical visible record systems give you 

instant accurate information on a moment's 

ha notice. Invoicing, cash’ balances, sales, 
We payrolls, insurance, taxes and profits are 


” all before you at a glance. It's flexible, 
simple, accurate and economical. Make VUE-FAX your system. 


“FAST FACTS with VUE-FAX" 
Send for Illustrated Literature. 








Wue-fak CORPORATION 


GOLD STREET. NEW YORE goa. ee: 
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® READABLE 
® PRACTICAL 
@ COMPLETE 


$4.50 


Postpaid* 


125 Large 8!/." x 11" Pages 
22 Full Page Illustrations 
21 “Live” Exhibits 


*When check accompanies order. 





By the Same Author 
THE TECHNIQUE OF SYSTEMS 
AND PROCEDURES 
345 Pages 7" » 9" 
85 Illustrations $1 5.00 
Five Day Examination Offer 





OFFICE RESEARCH INSTITUTE 


P. O. BOX 4099, Miami 25, Florida 








features greater low-frequency range 
electrical circuit improvements and me- 
chanical design refinements. The sound- 
level range is from 34 to 140 db above 
the standard ASA reference level of 
0.0002 dynes per sq. em. Meter uses 
readily obtained hearing-aid batteries 
with an operating life of about 50 hours. 
Available with a wide range of optional 
accessories, including carrying case, ex- 
tension cables and vibration measuring 
equipment. Literature on request. 
INSURANCE ENVELOPES 
Sheppard Envelope Co., 1 Envelope 
Terrace, Worcester 4, Mass., offer their 
free Insurance Envelope Folder No. 48 
which describes the most frequently used 
types of envelopes designed for insur- 
ance companies, 


EQUIPMENT PLANNING 
Shaw-Walker, Muskegon 36, Mich., 
offer a free 52-page booklet, ‘Time and 
Office Work’’ which describes how the 


right equipment can climinate wasted 
time. The text is broken down into hints 
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if you haven't 
thrown it out 
already__— 


DO IT NOW! 


Make no mistake about it, you cam throw out your accounts pay- 
able ledger entirely! Many companies have already done this... 
to their time-saving, money-saving advantage. You can, too, when 
you use the scientifically designed Blue Streak voucher checks 
made by Todd. What’s more, your payments will be prestige- 
packaged! 

With Todd Blue Streak vouchers, there’s no need to write 
separate check stubs, check registers or receipts. Envelope- 
addressing is out! Cash book and purchase journal postings can 
be reduced to only one a day, even if you write hundreds of checks 
daily. You cut ledger postings to almost zero... save yourself 
needless, time- wasting historical accounting... and gain better 
internal control. 

Todd Blue Streak vouchers are printed on Protod-Greenbac 
paper — gvaranteed protection against alteration and counter- 
feiting. Find out about them—no cost or obligation. Mail the 
coupon vow! 


THE TODD COMPANY, Inc., Rochester 3, N.Y. 

Please give me full details about Todd Blue 
Streak vouchers that eliminate accounts payable 
ledgers...save time and money. 


COMPANY, INC. 
Todd - Address 


ROCHESTER & NEW YORK City- Zone State 
SALES OFFICES IN PRINCIPAL CITIES 


DISTRIBUTORS THROUGHOUT THE WORLD By 


{ 
i 
l 
Firm - 7 : i } 
i 
i 
{ 
i 
i 


-'T0-1-52 § 
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FAST 





AUTOMATIC 





ELECTRIC 
STAPLING 


Staples automatically ... 
instantaneously ...as fast as you 


insert the work. No time lag. No | 


| 


motor, no hand or foot controls. 
Leaves both hands free for 
the work ! 


Standard staples . . . Reload from the front 
without removing a single part. 


Portable . . . weighs only 12!'/2 pounds. 
Write for illustrated bulletin. | 
STAPLEX CO. @ 72-76 Jay St., Brooklyn 1, N.Y. | 


Do as thousands are doing... 
“staple it the modern 


=Sraplex 





160 











for offices which function for executives, 
for workers, and for customers. Equip- 
ment covered includes desks, chairs and 
files. Other subjects included are corres- 
pondence, organization planning, records 
protection, sales, accounting and finanee, 


TYPEWRITER STAND 

Vanpe, Ine., 4615 S. State St., Chi- 
cago 9, Lll., makes the Dan Dee No, 400-2- 
D-L. Typewriter Stand which has a ecor- 
rugated, non-skid, rubber mat inserted 
into a 44” recess in the top and large 
heavy duty brake wheel casters. The 
stand is made of heavy gauge welded 
steel with tube rolled, snagproof edges. 





Drop leaves have continuous piano hinges 
and arm supports. Top is 15” x 18”; 
15” x 38” with the two 9” x 15” leaves 
open. Stand is 27” high, 
sembled 1 to a carton, in choice of gray, 
green or walnut baked-on enamel. Same 
stand may be had with a detachable sta- 
tionery tray instead of one of the leaves. 
Illustrated literature and prices from 
above address. 


comes as- 


ADDRESS LABELS 
Penny Label Co., 11 Murray St., New 
York 7, N. Y., makes Carbo-Snap Ad- 
dressing Labels for mailing lists, follow- 
With the 
labels 


up, duplicate record eards, ete. 


use of any typewriter, these 
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eliminate collating, jogging and_ slip 
sheeting carbons and labels before typing 
and the snap-out stubs make for easy 
removal of carbons after typing. They 
are designed for large or small users 
who make only from 2 to 8 mailings a 
year and who do not wish to put their 
list on stencils. Users who address over 
25,000 names have saved an average of 
23% by using Carbo-Snap Labels, while 
smaller users who do their own address- 
ing have saved up to 50%. Sample and 
prices from above address. 











FILING PROCESSES GUIDE 

Remington Rand Inc., 315 Fourth Ave., 
New York 10, N. Y., offer a free handy 
guide to better filing covering the newest, 
most effective filing systems for all types 
of commercial, industrial or institutional 
‘‘Oftice Manual of Filing 
Systems and Supplies’’ is a 92-page pro- 
fusely illustrated manual which describes 
in detail the many Remington Rand fil- 
ing systems and supplies. 


operations, 


In six com- 


prehensive sections, the manual covers 














All I said was, “Why don’t 
we use WESTON BOND?” 


Splendid Suggestion! WESTON 
BOND, a rag content paper, costs 
no more, yet it’s made by Byron 
Weston Company, famous makers 


ee fine papers for business records. 


Do yourself a good turn. Choose 
WESTON BOND for your letter- 
heads and forms. Made by Byron 
Weston Company, Dalton, Mass. 


Write Dept. OF for sample book. 
ee 








TESTON BOND ” 


Made by the Makers’ of OLD HAMPSHIRE BOND and a Complete Line of Papers for Business Records 


> 
Uv: 
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Always in Good Taste 
eh ae gal eae the flavor flap 
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Insist on Sheppard Envelopes 
with the tangy mint-flavored 
sealing Hap. 


Direct Mail Idea: 


Increase your returns at no extra 
cost by using line above under gum 
> i your business reply envelopes. 











ENVELOPE CO. 


One Envelope Terrace, Worcester 4, Mass. 


Write for Free Insurance Envelope Folder + 48 
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vertical filing systems, vertical file 
guides, card indexing systems, card 


guides, filing folders, fasteners and filing 


aids. The filing analysis and installa- 
tion service available to organizations, 


and refresher courses in filing for cleri- 
cal staffs are covered. 


MARKING MACHINE 
Ajax Time Stamp Co., 368 Broadway, 
New York 13, N. Y., makes the Ajax 
Electric Quick-Set Machine for rapid 
changing of numbers, letters, dates, ete. 


Its changing levers instantly set gear 
wheels to an entirely new setting. The 
solid brass engraved wheels and auto- 





ribbon 


with 


Impressions 


feed 
clean 


reverse 


at all 


matie ribbon 


insure clear, 


times. Upper and/or lower die plates 
can be provided. Changeable word 


evlinder can be supplied instead of the 
upper die plate. A turn of a knob on the 
outside of machine sets word roll as de- 
sired. Guides or paper tables for regis- 
tration are available and machine pene- 
There is space for 


trates carbon forms. 


15 wheels although not more than ten are 


recommended to be connected with the 
levers for outside setting. The remaining 
wheels can be easily changed with a 
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Syoctwoman 2 


: §...JUST ONE DAY’S 
DM “ann ON MY AUTO-TYPIST!”’ 


“The boss calls me a Superwoman-— but all 
the credit belongs to my new Auto-typist. 
With this machine, I can easily get out hun- 
dreds of completely accurate letters a day!” 


THAT’S RIGHT ... this “Standard’’ Auto-typist Model 
5020 operates any manual or electric typewriter at cham- 
pionship speed. Each of your routine letters is master cut 
on a “player-piano” roll, all set to operate your Auto-typist 
and complete except for personalizing fill-ins. These you 
type manually, press the button, then your Auto-typist auto- 
matically types out the rest of your letter. Speedy, efficient, 
accurate, and simple to operate . .. Auto-typist is the truly 
modern solution to your “paper work” schedule. 


MAIL THE COUPON TODAY 


ZA Y re “TY PIS rf AMERICAN AUTOMATIC 


TYPEWRITER C 


Dept. 51, 614 North Carpenter St., 
Chicago "22, Illinois 


WRITE TODAY for fact-packed Auto- Name 
typist ‘‘case history’’ booklet and full in- 

formation on wide range of Auto-typist Company 
models to meet every requirement. No 

obligation. Address 
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This is file clerk Sherlock Holmes— 
Vainly through the file he roams— 


If the file were PENDAFLEX! 
He would not be so perplexed 





Oxford 
PENDAFLEX™ 


HANGING FOLDERS 


FOLDERS HANG 
ON FRAME 





INSTANT REFERENCE 
TO EVERY FOLDER! 








OXFORD FILING SUPPLY CO., INC. 
Clinton Road, Garden City, N. Y. 
Send us your Pendaflex Catalog, 


and name of nearby Pendaflex 
* dealer. 





Name 





Company 





Address. 





City. State 
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stylus. All wheels can be engraved to 
order. Complete catalog of numbering, 
dating and timing equipment available 
from above address. 


PEGBOARD SYSTEM 


Mercury Printing Co., 200 Hudson St., 
New York 13, N. Y., makes peg strip 
accounting forms for a system that has 
many advantages which are often over- 





Se ee PSSST HET EEO HOHOHE 


. - 6.4 @ 





looked because no machinery is required. 
The peg system simplifies analyses by 
eliminating transcribing and is suitable 
for sales, inventory and _ production 
records. Full information and sample 
forms can be had from above address. 


COPYHOLDER 
Copy Right Mfg. Co., 53 Park Place, 
New York 7, N. Y., make the steel 
Stand-By Copyholder which holds notes, 
books and other material to be copied at 


‘dl 


\ 


A 
i} 


i 


‘{ 
‘ 


i 
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\ 
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\ 
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either side of the typewriter or book- 
keeping machine. It places the reading 
matter close to the eyes, tilted at the best 
angle for easy reading without eyestrain. 
It has a convenient line indicator which 
ean be moved readily from line to line 
during copying or transcribing. The 
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CURTA... The Personal Calculator 


The Scientific 
Precision Calculator 


Scientific in Design 
Scientific in Application 
and Noiseless 


Yet It Weighs 
Only 8 ozs. 


CAPACITY: 8x 6x 11 


Plus Federal Excise Tax 


The CURTA Calculator allows 
you to carry the speed and ac- 
curacy of a desk calculator 
wherever you go. Move about 
as you like and do all your figur- 
ing work on the spot. 


Anyone can learn to use the CURTA Calculator for fast figuring 
everywhere. Costing far less than a desk calculator, the CURTA pro- 
vides all persons in your organization, whose work involves mathe- 
matics, with machine accuracy and speed for all their figure work. 


Write today for illustrated literature and complete information 


PRECISA DISTRIBUTORS, INC., P. O. BOX 1557, SALT LAKE CITY 4, UTAH 
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PURCHASING 
HEADACHES? 


In these critical times, you want quick an- 


swers on 


HOW to anticipate material requirements. | 


WHEN to order, to assure maintenance of | 


production efficiency. 


WHERE to get quality materials at best 


market prices. 


These and many other vital factors instantly 
available if controlled with E-Z Sort Systems. 
Small or large problems handled with equal 


efficiency. 


Get the facts on how the purchasing agents 
of one of the nation’s largest organizations 
have simplified and streamlined their jobs 
with a tremendous saving in operating costs. 


Details on request. Write— 








i 


E-Z SORT | 


45 Second Street 
Dept. 12 
San Francisco 5, California 








A few valuable territories open 
to qualified Systems Engineers. 








Stand-By Copyholder is a very low- 
priced item and complete information 


can be had from above address. 


DICTATING MACHINE 


Permofiux Corp., 4900 Grand Ave., Chi- 
cago 39, Ill., makes the Permoflux Scribe 
magnetic tape dictating machine de- 
signed for office use. The high fidelity 
of the tape makes every syllable clear 
and the machine allows corrections to be 
made while the dictator continues. Tape 
reels are_enclosed in snap-on magazines 
for instant changing from one machine 


to another. Other features include push 
button indexing, foot control backspacer, 
instant start and stop, and voice level in- 
dicator. The same unit can be used for 
both dictating and transcribing. Records 
show the Scribe to save 65¢ per letter 
over shorthand dictation. Illustrated 
literature from above address. 


APTITUDE TESTS 


Martin Publishing Co., 609 Market St., 
San Francisco 4, Calif., announce the 
fourth edition of the Martin Aptitude 
Tests for office clerks. Studies show that 
80°0¢ who pass these tests make good on 
the job and 82% who flunk the tests fail 
on the job. The packaged program in- 
cludes new tests in alphabetizing and nu- 
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merical order for sorting and filing ap- 
plicants; and a new vocabulary test. The 
instruction manual includes research 
findings of the past five years and new 
analytical charts give a better break- 
down of testee’s aptitude. 


ELECTRIC TYPEWRITER REPAIR 


Rocky’s Electrie Technical Bulletin, 
1541 S. Fairway Terrace, Springfield, 
Mo., publishes an 8-page monthly techni- 
eal bulletin picturing and describing ad- 


justments for IBM, Underwood, Reming- 
ton Rand and Royal electric typewriters. 


MACHINE NOISE-REDUCER 


Acoustor Co., Youngstown 2, Ohio, 
makes Acoustors which reduce office ma- 
chine noise by 50% or more, and provide 
vibration-free fluorescent lighting for 
machine operation. Acoustors allow using 
billing and posting machines anywhere 
because noise will not distract customers 
or other workers. Machine operation is 


FACTURERS € 


E LEAF BINDERS 


for every purpose 


*%ACCOU are 
*x CATALOG 
*STOCK CONTROL 


) 
TRUBLICATIONS 
X®kMANUALS 


For aamest 9 Quality at Lowest Price 
R STAR BINDERS” 
Pe will be sent on request. 


~~ STAR LOOSE LEAF CO« 
¢ York 13, .N.. Y. _ Teley 





HERE IS THE ANSWER: 


20 times faster than handfolding 


For New York and New Jersey: 
IMEX Sales Organization 
P.O, Box 386 
Rahway, N. J. 





HAVING FOLDING PROBLEMS? 


DEALERS: Exclusive franchises open in some territories. 
Write today for information: 


Every Office Can Afford the 
BANCROFT Junior 
FOLDING MACHINE 


Automatically makes two 
folds in one operation. Can 
be quickly set for six different 
styles of folding. Anyone can 
operate it—just plug in and 
set dials. No other adjust- 
ments necessary. 


The Bancroft Junior Folding Machine will 
fold 12,500 10" long sheets per hour or 
7,500 sheets 15" long in one hour. Sheets 
can be fed through again for cross folds. 


bn Other Sta 
Ss. W. ALLEN COMPANY 


Stanhope, 
New Jersey 
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DRY CLEAN 


YOUR OFFICE MACHINES 


Use STENO-KIT 


NYLON BRISTLES — PLASTIC HANDLES 


| @ TYPEMASTER Type Brush 
Cleans type without the mess of 
Nylon bristles easily 

with soap and water. 


solvents. 
cleaned 


-@ HANDIMASTER Dusting Brush 


Reaches the hard-to-get-at places 


of all office machines. Perman- 
ently “locked in” bristles pre- 
vent machine jamming caused by 
loose bristles. 


@® STENOMASTER ERASER 
Equipped with brush for whisk- 
ing erasure crumbs. Permanent 
unit, uses low-cost refills. 


Call your stationer for full information, | 


or write direct. 


Grachmakerw, Tuc. 


529 So. 7th St. * Minneapolis 15, Minn. 








improved with gains in accuracy since 
the reduction in noise and better lighting 
lessen operator fatigue. Acoustors are 


attractively finished and give each ma- 


chine operator a semi-private office while 
working in an open area. Desk-top 
space is provided for posting trays, ete. 


SPIRIT CARBON 
Heyer Corp., 1840 8. Kostner Ave., 
Chicago 23, Ill, announces Osokleen 


IT PAYS... 

to MODERNIZE your 
BURROUGHS 78’s & 72’s 
with VON’S SIDE PANELS! 


WE NEED: 

NATIONALS, CLASS 2000 & 

3000 MACHINES——LATE MODELS. 

FRIDEN, MARCHANT & MONROE 
LAS AND MA7 


VON SOOSTEN & CO. 
804 PINE ST., ST. LOUIS 1, 














MO. 
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Master Unit and Spirit Carbon that has 
a longer shelf life, produces longer runs, 
is absolutely clean and will not disrolor 
the hands. Osokleen is offered in two 
grades, Economy and Intense, is com- 
petitively priced and gives dealers an 





opportunity for added volume. Unlike | 
wax-coated spirit carbons, Osokleen has | 
a metallic block that separates carbon | 
from paper. The impact of the type- | 
writer key breaks this block, releasing | 
the carbon. The metallic block also 
serves to keep the carbon from bleeding 
into the master paper on the completed 
master copy, thus giving longer file life. 


TABULATING-PANEL CABINET 


Monarch Metal Products, Ine., 724 8S. | 
Columbus Ave., Mount Vernon, N. Y., 
makes the No. M808 Control Panel Cabi 


STEN-SPRAY—STENCIL WASHER | 


"The Quick-Clean Way" 


Washer 
and dry- 
ing rack 
complete 

$36.50 


WUERTH OFFICE AIDS CO. 
2168 Shattuck Ave., Berkeley 4, Calif. 
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Simplify 


ANALYSIS 
PROBLEM 


by eliminating 
transcribing 


Sales, Inventory, 
Production Figures 


can be easily obtained by applying Peg 
Strip Accounting Method, 

High Clerical Costs Call for Study of your 
present system. Efficiently Designed Forms 
cut office costs. 


an us for review of your forms and systems 


Business Forms 
Carbon Interleaved Forms 
Pegboard Systems 
Duplicating Systems 
Bookkeeping Machine Forms 


ercury 


Printing Company 
200 HUDSON STREET, NEW YORK 13, N. Y 


WAlker 35-5604 
e0e00ee 800080080808 808 & 
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Are YOU Ready for a 
TAX INVESTIGATION? 


Not unless your records are systematically 
and safely stored .. . and readily accessible. 
FREE BOOKLET! 
Send for our MANUAL OF 
RECORD STORAGE 
PRACTICE. 
1. Tells how long to 
keep specific records 
for your protection. 


2. Shows best procedures 
in record storage. 


“eee eee ew ewe ew ee ewe ew ee ew eee ee 


MAIL THIS COUPON TODAY 


Please send me a free copy of your 
“Manual of Record Storage Practice.” 


NAME 

FIRM 

STREET 

CITY 

MY LOCAL DEALER IS 


No obligation. Just clip this ad and mail to 
us on your letterhead. Offer good only in 
a 


U.S. and Canada. J 


STORAGE BOXES 


For economical record storage Liberty Boxes, 
with 25 stock sizes, answer your problems. 
90,000 repeat users—positive proof of quality. 


SOLD BY LEADING STATIONERS EVERYWHERE 
BANKERS BOX COMPANY 


Record Retention Specialists Since 1918 
720 S. Dearborn St. © Chicago 5, Ill. 





net for No. 407 IBM control panels. The 
cabinet will hold six control panel boards 
and is of all steel construction, 42” wide, 
2254" deep, 29%” high without casters 
and 333%” high with casters. The 3” 


rubber, ball bearing casters come only on 
the mobile unit No. M808c. The cabinet 
is finished in gray wrinkle enamel, lists 
at $69.75 without casters; $78.50 with 
f.o.b. Mt. Vernon, N. Y., ship- 
ping weight 80 Ibs. 


casters, 


Office Essential to Purchasing 


(Continued from page 150) 
tracts require periodic follow-up, and 
some kind of tickler system must be 
used to call them to attention at the 
proper time. 

4. Controlled Materials Records. To- 
day, to purchase steel, copper, or alumi- 
num, requires specific government au- 
thority, granted in the form of a eon- 
trolled material allotment. Careful 
records must be kept in the purchasing 
department to be sure that quantities 
purchased conform to the allotments 
granted. These records are very de- 
tailed and require a complete ledger 
system. Their importance cannot be 
overstressed because they are required 
to be sure a company is ordering its fair 
share of these critical materials and still 
not violating government restrictions. 
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Of course, there are many other 
records that are necessary to the opera- 
tion of a purchasing department. The 
above are just examples. 

One of the important procedures is 
the filing system of a purchasing depart- 
ment. Purchase requisitions, purchase 
orders, contracts, and inspection reports, 
to name but a few of the forms used, 
must be accurately filed for specific 
periods of time. These documents are 
in constant use and are often referred 
to daily. The simplicity and yet com- 
pleteness of the filing system is most 
important. The files cannot be allowed 
to become filled with material that is not 
used. This often becomes a problem 
since the volume of this material handled 
in any one week is tremendous. In our 
company, 4500 new purchase orders 
alone must be filed each month. Cer- 
tainly, the responsibility for maintain- 
ing an adequate filing system is uni- 
| versally recognized as an office fune- 
tion and it is recognized as such in the 
purchasing department. 

Purchasing is a profession and the 
men who do the buying are professional 
men. I mention this only because pro- 
fessional men require a high standard 
of clerical, administrative, and steno- 
graphic assistance. So the selection of 
office personnel to work in the purchas- 
ing department must be critical enough 
to maintain these standards. Errors 
ean be costly and must be held to a mini- 
mum. The persons selected must like to 
work with other people. The office pro- 
cedures of any purchasing department 
entail a high percentage of contacts 
with people, both from the outside and 
from within the company. Since pur- 
chasing is a service function, these eon- 
tacts must be friendly and helpful. It 
goes without saying that purchasing em- 
ployees must be highly proficient in the 
skills for which they are hired. 

Because of constantly changing mar- 
kets and government regulations, few 
offices positions involve as much variety 
of activity or as high a frequency of 
procedural change as does the office job 
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LOSSE AW. FABER BES Solumébus 149 2 Biase. N22 


7077 and 


70778 


For Pencil and 
Carbon Paper 
Marks. 


The All-American 
office team of 
COLUMBUS 1492 
pencil and wood- 
encased EraserStik 
7099 and 70998 
(with brush) now 
has 2 new members 
. . . EraserStik 
7077 and 7077B— 
the new, better 
way to erase lead 
pencil and carbon 
paper matks. In- 
sist on original 
EraserStik. Accept 
no substitutes. 
Order from your 
Dealer today. 
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Demonstrate the EXTRA 
VALUE features — show 
the precision results. 


RONEO quality ond the 
low RONEO price are on 


| HELPS | your sales force. 


Ronee sells 
for almost 


t 
wry 
grr 


comparable 
machines 





. 


Yy i 


PRINTING PRESS PRECISION 


RONEO multi-color press precision 
means savings. Reduces paper loss to 
a minimum and reproduction quality 
is worth raving about. For 2-color 
duplicating, RONEO cannot be 
matched. Colors strike in perfectly. 
Demonstrate RONEO precision color 
work and watch sales rise. 

@ TOP-END STENCIL RELEASE 

@ LEAK-PROOF CYLINDER 

© ECONOMY OPERATION 

© 20 SEC. COLOR CHANGE 


@ STREAMLINED 
DESIGN 


CALL 
Ci 5-6940 


045 W. S7th ST. © NEW YORK 19, N.Y 


Sern 
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| in purchasing. This means a continu- 
| ous training experience for these em- 


| ployees. 


Most purchasing departments 


| pay special attention to their training 
| programs and supervisors in purchas- 
| ing departments report that they spend 
| much of their time training both old 
| and new employees. 


Employees take a great interest in 


| their work and the variety of jobs they 


| are called upon to do. 





This makes 
working in the purchasing department a 
preferential job and _ positions are 
sought after whenever openings occur. 
The people who work in purchasing 
offices must take pride in their part in 
assuring that “no nail will be lost” when 
it is vitally needed. They realize that 
the responsibility for efficient office pro- 
cedures is theirs and the whole reputa- 
tion of the purchasing department is 
dependent on the adequacy of their 
records and methods. 

Is the office function important? It 
is of utmost importance in the purchas- 
ing department. 





Between Crises in Britain 


(Continued from page 144) 


consideration of necessary modifications. 
Eventually there remained only those 
domestic matters deferred in 1939, and 
the many problems inherent in postwar 
conditions in Britain. 

However, we in Britain set out thank- 
fully along the path of peace, realizing 
our lot would be hard. Economists and 
politicians had told us we were “in a 
bad way”’—we must “export, or die.” 
The latter operation had no appeal, so 
we set about exporting! 

Many, particularly the office manager 
of the small concern, had to learn the 
intricacies of export finance and docu- 
mentation for the first time. Here was 
something new and absorbing. The ca- 
pacity of foreign countries and buyers 
to pay had to be considered, and there- 
fore the economy of those countries had 
to be studied. Customs regulations of 
importing countries had to be examined, 
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Government departments consulted, con- 
tracts prepared and negotiated. Many 
raw materials were controlled and in 
short supply. Shipping space was 
limited. Reconversion of shipping to 
peacetime requirements could not keep 
pace with the avalanche of exports. 

Meantime, there were technical prob- 
lems. New machines were needed. The 
objective was immediate and sustained 
increases in productivity. Production 
tempo increased and the office expanded 
to deal with matters arising from larger 
sales at home and abroad. Stalfs were 
constantly changing. As demobilization 
proceeded, many womenfolk returned 
home to grapple with food problems, 
ration books, and with children who 
were almost strangers as a result of war- 
time evacuation. 

Simultaneously with this period of re- 
adjustment, our legislators introduced a 
revised national health — insurance 
scheme. “From the eradle to the grave” 
was the all-embracing slogan. Em- 
ployers, employees and even non-em- 
ployed persons must contribute. The 
employer had to deduet his employees’ 
contributions from wages or salary, 
stamp record cards and pay the sum 
collected to the appropriate ministry. 
Besides this, there was the day-to-day 
operation of the scheme as it affected 
benefits payable to employees. 

Employers were already deducting di- 
rect taxes from employees’ pay, in ac- 
cordance with Government schedules, 
and keeping on behalf of the Govern- 
ment a cumulative record of each em- 
ployee’s wages and tax week-hy-week. 
This at first presented the machine 
manufacturers with a technical prob- 
lem but, as a result of their ingenuity, 
machines were finally devised to mini- 
mize clerical work. 

Manufacturers generally were 
acting as collectors of the war-time pur- 
chase tax, imposed on innumerable ar- 
ticles, the list of which changed fre- 
quently. With each national budget, 
changes in direct or indirect tax strue- 
ture were made. These meant revising 


also 
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The Outstanding 


PROFIT-MAKER 
IN ITS FIELD 
The Secra-Type Desk 








a 


No. 142 ST (42"' x 32"') 


HERE'S WHY ... 

The Secra-Type Desk (Patent No. 
213380) embodies a new method of 
bringing the typewriter into use. Instead 
of the old drop-head typewriter desk 
(which cuts a chunk out of the desk’s 
center). or the spring-balanced platform 
which swings out from the desk (and 
requires a 60” desk, seldom necessary 
for stenographic work), the machine is 
now securely fastened to a pedestal-sup- 
ported platform which can be easily and 
quickly lowered to slide back into the 
pedestal forming a false drawer front 
when not in use. The 42” Secra-Type 
Desk (above) performs most (and the 
52” model, all) of the functions of an 
ordinary 60” desk, saving valuable floor- 
space. 

Write for illustrated literature and prices on 


the complete Secra-Type line of leg and island 
base desks. 


The WORDEN Company 
200 East 17th St., Holland, Mich. 








| internal procedures. 

| There were, however, some compen- 
_sations. Labor problems eased some- 
what, although applicants for clerical 


4. WwW A Y / ' | posts were, and still are, restricted in 


their choice of work location by the 


y, acute shortage of housing accommoda- 
gy @) R T R 4 tion. Certain types of workers (stenog- 
“~s raphers and calculating machine opera- 
tors) remained difficult to obtain. The 
younger generation found it hard to 
settle down to one job for long. Situa- 
tions were easy to get, since the demand 
was greater than the supply. Time had 
to be allowed for visits by employees 
to the national insurance doctor, dentist 
and optician, who were deluged with 
patients immediately after the introduc- 
:tion of a “free” scheme. 

Office supplies and equipment gradu- 
ally became easily obtainable. The of- 
‘fice began to look smarter. Limited 
building materials and labor were avail- 
able, if one was fortunate enough to 
get a license to proceed! The long- 
promised “spring-clean” was carried 
out. Those “modern” style desks ar- 
rived, even if the timber was unseasoned 
and the price exorbitant. 

Slowly, but surely the varied prob- 
lems of the postwar era were overcome, 





For sorting all kinds of office papers 
preparatory to final filing or posting. 
Can be used in four different ways— 
one side has alphabetical and daily 
leaves, the other side, monthly and 
numerical. 


The Sorter is only 4" wide and light-weight, 

made of hammertone finished aluminum with 

spring aluminum alloy leaves and rubber feet. 
STYLE SIZE LENGTH WEIGHT 
L-31 Letters 28" 24 02. 


g 
C-3! Cards, Checks 25" 18 oz. 
C-21 Checks 16"' 12 oz. 


A Desk Rack is available, to affix any Sorter to a desk. 


If your dealer doesn't have the Amfile Sorter in 
stock, send his name and we'll see that you are 
supplied promptly. 


Write for illustrated circular 


AMBERG FILE & INDEX CO. 


Filing Specialties since 1868 "They have some nerve—making us work on 
1601 DUANE BLVD., KANKAKEE, ILL, Saturday.” 
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but many still remain. Industry gener- 
ally has responded magnificently to the 


call for increased productivity although, | 
under the planned economy of the last | 


six years or so, controls have remained. 

The task of the office administrator 
has changed. In the smaller concern, 
his experience has broadened consider- 
ably. Internal procedure is still re- 
stricted by what may or may not be 
done under the many Acts of Parliament 
relating to trading at home and abroad. 
Increased legislation has also made it 
more often necessary, particularly for 
the smaller trader, to call on the services 
of accountants, solicitors and other pro- 
fessional men. 

In the larger concern, the need for a 
wide experience, brought about by 
sociological and economic trends, has 
createa a demand for specialists, par- 
ticularly in the fields of form design, 
office systems, work measurement, in- 
dustrial legislation, taxation, personnel 
and welfare. Methods of costing and 
work study have been intensively ex- 
| amined and revised. 

Much has been done but, with another 
economic crisis looming large, more 
j needs to be done before we can hope 
i to achieve, or deserve, the title of Wel- 
i fare State. The impact of rearmament 
f is now being felt economically, and in 
everyday tasks. There has been a mild 
reversion to wartime procedures as con- 
tracts with ministries have been resumed. 
Meanwhile, we continue to hope that 
_ one day we shall all be free to plan and 
1 act without any sense of frustration. 


The average British citizen must 
' necessarily indulge in some office work 
and letters to the press indicate intelli- 
' gent appreciation of form design and, 
in some cases, of the apparent futility 
' of “all this paper.” Farmer, housewife, 
+ postmaster, doctor, dentist and optician 
+ —all complete forms of some kind. Food 
rationing continues. That steak is as 
- elusive as ever. The housewife must 
, concern herself with all shapes and 
. sizes of coupons. She must watch ex- 
piry dates and announcements of re- 
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TRADEMARK REGISTERED 


ac-a-desk 


This Amazing Desk Stabilizer 


Makes Typing 
Easier, Faster! 


No one can be expected to type decently 
on a wobbly, slanting typewriter plat- 
form. But with a firm, self-locking Jac-a- ° 
desk, typing becomes 
easier, faster, less 


noisy — mistakes 


fewer. SS 


JOBBERS 


Jac-a-desk has smooth 
exterior—no protruding 
locks or handles. Ex- 
pands from 16” to 30” 


i —high enough to sup- 
port standard height desk leaves. See 
your dealer today! Specify Jac-a-desk ! 


IMPORTANT! Before making costly repairs or 
replacement try Jac-a-desk. Perhaps your type- 
writer only needs this common-sense support. 
Up in a jiffy, down in a jiffy—locks automati- 
cally. Non-snag, satin-like finish. Sure grip 
rubber ends. Easy to stow. 


ine ore 


GONCO MANUFACTURING COMPANY 
1259 So. La Brea Avenue, Los Angeles 19. Jalifornia 
IN CANADA: Underwood Ltd., 135 Victoria St., Toronto 


—_— 
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For EFFICIENCY and ECONOMY 
USE ATLAS VERTICAL FILES 


ATLAS DELUXE MODEL 


For 300 offset 
plates, x-ray films 
etc. or 500 stencils. 
Constructed of 
heavy gauge steel 
with ball - bearing 
casters, locking stop- 
arms, piano hinge 
and separate hang- 
er frame. 











DeLuxe Modei— 
25"" high, 13" 
wide, 26"' deep. 
Type B DeLuxe 
Model—25" high, 
15'/."" wide, 26" 
deep. 


Type C DeLuxe 
Model—25"' high, 


24'/."" wide, 26" 
deep. 
ATLAS PORTABLE MODEL 
For 100 offset plates or 
200 stencils. The Port- 


able is a compact unit 
of all steel construction. 
Equipped with  spring- 


lock, piano hinge and 
carrying handle. 

24'/."" high, 13" wide, 
it" deep. 


ATLAS HANGERS 


Four series of Atlas han- 
= fill ever, vertical 
iling need. 

DSH Hangers for sten- 
cils. 

SH Hangers 
plates 

PSC Hangers for x-ray 
films, blueprints, stencils 
in file folders, etc. 


for offset 





GRIPDEX Hangers _ for 
group = and specialty 
filing. 


Write today for literature on the new Atlas 
Film File and the complete line of 
Atlas Vertical Files. 


ATLAS STENCIL FILES CO. 


1662 EAST 118th STREET, CLEVELAND 6, OHIO 
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vised issues. Coal delivery dockets must 


be carefully preserved, for amidst 
abundance there is still shortage at 
home. 


Summing up, the office manager, both 
in his official capacity and as a private 
citizen, must be more versatile than ever. 
His training needs a broader basis. The 
impact of world conditions makes this 
imperative. This demands a higher edu- 
cational standard. Changes made al- 
ready in our Education Acts cannot be 
fully implemented for lack of schools 
and teachers. In due time, the ravages 
of the war years will be removed and 
we hope that a more enlightened and 
intelligent citizenry will emerge, from 
which to recruit our future office ad- 
ministrators. 





Logic of Office Efficiency 


(Continued from page 142) 


study, and financial incentives, to men- 
tion but some. 

This logie of efficiency is basically 
sound. It embodies the process of 
reasoning from facts. It is therefore 
a much sounder basis for decision mak- 
ing than whimsy, intuition or hunch. 
It is in fact a better approach to de- 
cisions than the survey of company 
practices. Although the latter may be 
interesting and helpful in determining 
what others in business are doing, it 
emphasizes conformity rather than 
uniqueness of managerial effort; and, 
barring luck and circumstances, unique- 
nest in some form is an essential ele- 
ment in every pattern of business suc- 
cess. Imagine the present state of the 
medical arts if advance in that field 
were determined by surveys of cur- 
rent practice: 89.6% of the tribal medi- 
cine men report that dried toads’ eyes 
are the best specifie for goitre! 

If the science of office management 
is to progress, those interested in such 
development must find encouragement, 
recognition, and opportunity in their 
endeavors; and these will follow only 
as the significance of the office fune- 
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tion as a service to all 
management is realized. 

It must be obvious that the mere 
provision of adequate equipment and 
methods carries with it no assurance 
that such facilities will be put to max- 
imum use. The latter depends upon 
the willingness or responsiveness of 
those who work with them, and such re- 
sponsiveness can no more be ordered 
from the employee than can respect or 
cooperation. It must come from the 
employee voluntarily. It must be won; 
and it will be forthcoming only in the 
degree to which the employee has con- 
fidence and faith in his supervisor and 
company management. 

To the management-minded individ- 
ual the persuasiveness of the logie of 
efficiency is compelling. To those, how- 
fever, who hold it suspect because of fear 
of its results, disbelief in its determina- 
tions, or misunderstanding, it is an 
unconvincing process. In such cireum- 
stances the ingenious and obvious de- 


Hvices that human nature ean follow 


aspects of 


to thwart effective results are many. 

Management must therefore adopt 
measures that will create confidence and 
faith in its own motives and practices 
and that will stimulate job interest 
among employees. The devices that 
have been used and are being used 
for these objectives are almost legion. 
Without detailed enumeration they can 
be classified under several principles 
of operation—a somewhat high-sound- 
ing approach to be sure but offering 
a convenient way of condensing them 
in a short statement. 

These principles comprise (1) the 
principle of participation by which em- 
ployee reaction to practices is shared 
during their development and _ before 
their introduction; (2) the principle 
of informed effort through which em- 
ployees are kept informed of company 
objectives, methods, and problems on 
a broad seale; (3) the principle of 
incentive under which various financial 
and non-financial appeals are made to 
the employee to induce cooperation; 





Light weight and expandable to 914 inches 
Dust-proof covers with locks available in 3 sizes 
Tray weighs only 41% Ibs. Capacity, with 
25 guides, up to 2,000 Sub. 32 sheets 


Accommodates a greater variety of card sizes than ordinary trays 


Non-corrosive aluminum and_ stainless steel 
indefinitely—handsome 2-tone appearance. 


Rubber-cushioned, non-marring base. 
condition. 


9” high. 
Complete 
available. 
Complete line of guides for all types of posting. 


line of safety-locking metal 


108 N. JEFFERSON STREET 





POSTING TRAY AND STAND 


Designed to meet 
Modern Posting Problems 


construction will last 
2-Position sidearm shifts at a mere touch for offsetting cards. 

No side or front plates—dust cannot collict in tray. 

Wire-brushed aluminum base prevents cards sliding. 

Even compression of front and back plates keeps records in perfect 
Base is 15!” x 8” with full 1144” working capacity; end plates 
hoods and stands also are 


@ Stand and covers of steel, finished in office 
equipment gray baked hammertone. 


—IMMEDIATE DELIVERY— 


Write Today for Literature and Dealer's Discounts 


Weber Brothers WMetal Works 


CHICAGO 6, ILLINOIS 
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—— CHOICE” 
BUILDING BUSINESS 


. Rap 


GRAYTONE MODELS 


WITH DIRECT SUBTRACTION 





MODEL B192E 


Electric Printing Calculator 
r 9-Column Totals up to 9,999,999.99 





MODEL B192 


Hand-Operated Printing Calculator 
9-Column Totals up to 9,999,999.99 





Some territories now 


statis! open for exclusive as- 
SALES signment. If interested in 
AGENCY securing an exclusive 
PLAN! and profitable agency, 











write for full information. 








BARRETT ADDING MACHINE DIVISION 


Lanston Moostone Machine Company 
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(4) the principle of security which 
recognizes not only the threat of eco- 
nomic insecurity but attempts to deal 
directly with associated emotional in- | 
security; and (5) the principle of ef- 
fective leadership which seeks through 
adequately trained supervisory leader- 
ship to motivate subordinates and create 
that tone of morale which is constantly 
threatened under the hammering and 
friction of day-to-day routine personal 
contact on the job. 

The art and science of office man- | 
agement have been maturing rapidly 
over the years. The year 1952 will see | 
further progress in this direetion—to- 
ward the time when it will be recog- 
nized as part and parcel of the general 
body of management that strives for the 
economic unifying of the business ex- 
perience rather than a separate, dis- 
tinct and limited species of management. 
Managerial isolationism is dangerous. 





Motivation is Biggest Job 


(Continued from page 139) 


This broadened concept of the place 
of the office in the business organization | 
is gaining acceptance. We begin to see | 
the title of Administrative Vice Presi- | 
dent or Vice President in Charge of Ad- | 
ministration in the official register of | 
some of the more progressive companies. 
Frequently there is concentrated under | 
this position all so-called staff activi- 
ties, including those of a strictly clerical 
nature. An arrangement of this sort 
has the effect of ascribing adequate im- 
portance and prestige to these office 
functions. It also provides for repre- 
sentation of this specialized viewpoint 
and experience at the top policy making 
level of the management. I believe we 
will see a growing trend in this direc- | 
tion. A somewhat comparable move- | 
ment developed in recent years to pro- 
vide top management representation of | 
the industrial relations viewpoint. This— 
was justified frequently through the fact 
that most major decisions and actions of | 
top management involve personnel ques- | 
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tions. So, also, do they frequently in- 
volve considerations of records, reports 
and the facilities and procedures for 
producing them. Practical top level 
decisions may frequently call for the 
guidance and advice of a specialist in 
this field. Moreover, the participation 
of the office executive in the discussion 
and planning leading up to the decision 
permits him to carry out his resulting 
assignment more efficiently and more 
intelligently. 

But if the office executive is to take 
his place in the top management coun- 
cils he must be equipped to meet this 
increased responsibility. He must be 
as capable a manager in his field of 
operation as those executives heading up 
production, marketing and other ma- 
jor divisions of the business. Unfortu- 
nately this has not always been true 
in the past. Generally speaking, the of- 
fice has been slow to adopt some of the 
more progressive philosophies and tech- 
| niques that have proven effective in the 
| shop and in the sales organization. This 
is particularly true of some of the per- 
i sonnel aspects of the job. With notable 
| exceptions, the office in many organiza- 
if tions has tended to lag definitely in mat- 
ters of human relations. This has been 
H noticeable particularly in the fields of 
i selection and _ placement, training, 
‘ mechanization, provision of efficient 
working conditions, ete. Some prog- 
: ress has been made in all of these fields 
in recent years largely through the force 
of necessity. Under the present emerg- 
. eney conditions the office executive is 
called on to handle an increasing work 
load with a decreasing or, at best, 
_ stable work foree. The only practical 
f approach to this situation is improved 
/ productivity. That, I think, is the num- 
‘ ber one problem of the office executive 
’ today. When the Planning Council of 
the Office Management Division of the 
: American Management Assn. met to 


plan last fall’s conference it was unani- | 


_ mously agreed that this subject of im- 


| proving productivity should be the basic | 


, theme. The resulting program provided 
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for a diseussion of four approaches to 
the problem (a) through better staffing 
(recruiting and selection), (b) through 
better training, (c) through simplifica- 
tion and improvement of methods and 
facilities and (d) through more effective 
motivation. 

A lot of careful thought and planning 
has been devoted to the first three ap- 
proaches with some encouraging results 
in the form of improved techniques. I 
feel, however, that too little have been 
done in the field of motivation. Office 
executives need to learn more about this 
subject. It is not a simple matter. 
There is no easy formula that will bring 
about satisfactory results. Office workers 
are not fashioned in any standard mold. 
They do not respond to any one ap- 
proach. They are highly individualis- 
tic. What might prove effective in 
securing Maximum cooperation and ef- 
fort on the part of one worker might 
be ineffective or almost harmful in the 
case of another. It is necessary, first, 
to analyze the individual characteristics 


and personalities and to identify the 
factors that are of major importance 
to each. 

This question of motivation is largely 
a matter of adequate communications. 
Those companies that have been success- 
ful in providing effective two-way com- 
munication between employer and em- 
ployee are in a position to know pretty 
accurately the type of motivation that 
should prove most effective. In this 
connection I would like to emphasize 
the importance of not overlooking the 
supervisory group on matters of motiva- 
tion. A person does not automatically 
become jet propelled and _ self-activat- 
ing by the mere process of acquiring 
supervisory status. To my mind the 
need for motivation begins at the super- 
visory level and percolates down through 
all lower levels of the organization. 

I predict that there will be a lot of 
emphasis on this whole problem of 
motivating office workers during the 
coming year. The degree to which of- 
fice executives succeed in impressing 
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cank and file employees with the need 
,or putting forth their best efforts and 
n engendering an enthusiastic desire to 
o just that will determine largely the 
ucecess with which office organizations 
rill be able to meet the challenge of an 
nereasing workload with a reduced 
wherewithal. 


In War or Peace—Plan Ahead 


(Continued from page 136) 


pfiice is an important contributor. 
jvery line executive is looking for all 
jhe help he can get and is asking for 
teports and analyses to assist him in 
dinpointing the solutions which are 
itanding between him and that rainbow’s 
*nd—increased productivity. 

| Actually, there is little difference in 
he importance of the office in war or in 
peace. It is the change from one type 
st economy to another that makes office 
work difficult and requires the sharpest 
‘ype of perspective on the part of 
nanagement. 

During peace we have a competitive 
‘economy which requires refined controls. 
‘At the International Systems Meeting 
fast October a representative of one of 
Sur largest industrial firms indicated 
“hat, prior to the revamping of policies 

few years ago, his firm had relatively 
‘ittle paperwork. It also had a relatively 
‘mall portion of its rightful share of 





yusiness within its industry. Its share | 
of the available business of the industry | 
ind its profit ratios had declined over | 
. 20-year period while its competitors’ | 
Sositions improved. He was happy to | 
\mphasize the strengthening effect re- | 
‘ulting from reorganization of functions | 


\nd installation of modern procedures 
vith essential controls. His 


‘ween profitable and unprofitable oper- 
\tions, and can pin down responsibilities 
ind explain operating results. 

' Department stores are particularly 
vulnerable to the effects of inadequate 
‘ystems. Every time our _ household 
accounts payable operation goes into 
yerformance, I hear derogatory remarks 
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| about some 
| systems and favorable comments about 





retail accounts receivable 


others. Competition will not permit our 
merchandising establishments to lag in 
efficient office operations. This competi- 
tive pressure is particularly fortunate 
when customers are affected. Any 
general breakdown of paperwork affect- 
ing large bodies of customers could 
have a_ detrimental effect on our 
national distribution system which is 
such an important factor to our total 
economy. 

When our economy is shifted into 
that of war or a major defense produc- 
tion program, office work must be 
quickly geared to a sellers’ market and 
large scale production and distribution 
of our product to government agencies 
rather than our usual customers. With- 
out concerning ourselves with the rami- 
fications of such a basie switch, let us 
simply emphasize that management of 
the office must change its strategy 
accordingly. 

In an economy of war or heavy 
defense production, our office routines 
must be accomplished with workers 
lacking in the quantity and quality 
that we try to maintain during normal 
times. Therefore we must be able to) 
streamline our paperwork to reduce the} 
requirements for highly skilled office’ 
workers. We should not only recognize 
that we may not be able to have th 
type of control techniques enjoyed i 
managing a normally functioning busi 
ness, but that we perhaps do not need 
the controls established for normal oper 
ations. Perhaps with the shift to aj 
sellers’ market and the channeling o 
our output to the government, ou 
budgetary control system can function 
in its major framework without the 
detail normally used. Perhaps our sales 
analysis can be confined to the broader 
classifications. Perhaps many of our 
cost centers in the plant can be merged 
for the duration so that our cost 
accounting work is less detailed. At the 
same time, careful procedures have to 
be established whereby we can quickly 
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re-install the control refinements which | 
will be again needed when conditions | 
revert to those of a normal competitive | 


rconomy. 


Like death, taxes and the weather, | 


pffice work will always be with us and 
bractically everyone talks about it, 


although too few do anything construc- | 
tive about it. It divides itself into three | 
(1) the functional activ- | 
ties which support the line perform- | 


lassifications : 


ance, such as the accounting and purch- 
asing departments; (2) service activities 
such as the mail room, stationery store- 
room and similar sections, which service 
all departments; (3) the planning and 
rontrol activities. 

, Scientific planning is the basis for 
peonomical and effective performance 
in every office situation. It may be of 
a short-range or a long-range nature. 
A planned approach is required for 
pach day-to-day problem. It involves 
solutions on a project basis. We now 
need to plan for simplifying our office 
work to require fewer people and lesser 
kills. Our personnel manager tells us 
that skilled stenographers are difficult 


to hire and becoming more so. He would 
Mike us to develop a means of reducing 
four requirement for this difficult com- 
fmodity. Careful plans are required to 
activate changes to conform to govern- 
Wment regulations affecting procurement, 
to provide expediting activities in our 


urchasing departments, to conform 
with credit restrictions and to support 
new and enlarged facilities. 

Whereas the planned approach is 
‘becoming popular in modern offices, 
‘serious errors are being made in many 
‘eases by restricting such planning to a 
‘relatively short range. Too many staff 
‘planners are so busy putting out 


‘bonfires that they do not see the forest | 
They are redesigning parts of | 


fire. 


systems without analyzing the basic 


necessity for the operations involved or | 


the significant value of the overall 


‘system. They are thinking about to- | 
one is | 
‘scientifically planning for office situ- | 


tmorrow’s situation while no 
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| ations five years from now. 
This is primarily the fault of line 
| management for whom the office is a 
| service organization. Long-range plan- 
| ning is the fifth wheel on the wagon 
| unless it is part of a top management 
program. Some top executive must take 
an active interest in guiding the office 
planning to coordinate it with operations 
planning. Contemplated mergers, new 
product programs, decentralization of 
operations and relocation of facilities 
all bear heavily on office planning. 
Consider the amount of decentralizing 
manutacturing that has occurred 
World War II. To what extent 
have accounting and other office fune- 
tions been properly decentralized with 
the operations? Have the funetions 
heen placed according to a well devel- 
oped plan? “If some is good, more must 


ol 
since 


be better” can be a treacherous fallacy. 
It is better to follow a critically analyzed 
long-range plan. 

There is need for intensive planning 
at this time. If past practice continues, 
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the office will again lag far behind the 
plant. Already there have been placed 
in operation the forerunners of the 
automatic factory. This is the answer 
of the technologist who disagrees with 
| the pessimist on the subject of produc- 
tivity. It is the application of elec- 
; tronics to control devices that connect 
| individual machines so that materials 
handling devices and machine tools 
; automatically operate with precision 
and complete coordination. 

We need to think now about the office 
; mate of the automatic factory of the 
future. Should we reverse our program 
_ for decentralization of office work? 
| Should we plan to bring all timekeeping 
/ data from our hundred plants into a 
single office for processing through an 
| electronic computer? How much of the 
, cost accounting is of real interest to the 
plant manager and should be performed 
at the seat of operations? Should we 
enlarge our punched card tabulating 
system—break them out into smaller 
' units? Should we train more specialists 


for office analysis, or transfer such 
qualified personnel to line management 
functions? What basic changes are 
required in our organization structure? 
Many more questions should be answered 
with long-range planning rather than 
with what we see all around us at the 
moment of decision. Those who make 
a real investment in proper planning 
can be excused for quoting Rudyard 
Kipling’s appropriate expression : 


“They copied all they could follow 

But they couldn’t copy my mind 

And I left them sweating and 
stealing 

And a year and a half behind.” 


We contend that planning is a major 
function of management. We contend 
that the best possible management has 
never been more needed than it is today. 
Rather than expand on that concept, 
let us simply review a statement of the 
president of the Electric Storage Bat- 
tery Co., S. W. Rolph: “We have a na- 
tion that is a bit at sea as to its convie- 
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| tions concerning what is right, what is 


wrong, and how we should live. There is 
a great deal of uncertainty in our lives 


| and I think we ean all agree that, of the 
| many activities which go on in America, 
_ the well managed business is the most 
| stable and most inspiring. We want to 
| be good managers for the sake of our 
| country. We want to be good managers 
| to be sure that we do not put fuel on 
| the fire of those who would tear down 
| business generally, because they think 


that all business is wrong.” 


Office Work is Communication 


(Continued from page 132) 
10% for taxes 
4% for wear and tear (depreciation ) 
1% interest on borrowed money 
4% dividends to shareholders 
5% retained for working capital, 


plant expansion debt retirement, ete. 


Doesn’t this make for better public 


| relations than the customary presenta- 
tion? 


In all manufacturing, a large part of 


| this “value added” which is the real 
| funetion of manufacturing, goes into 


wages (see column 1 below). However 
the portion of the sales dollar which 
is expended for materials and supplies 
varies widely from one line of business 
to another (see column 2). To cite a 
few examples: 

Cost of 
Proportion that 


wages are of 
‘value added” 


sales dollar 
~-59%_--.------56% 
42%____....--40% 


This effort to present the story in 


| such a manner as to show the public 
| some of the problems of management 


and to give a clearer presentation of 
economic fundamentals does not mean 
that we should soft-pedal profits. Man- 
agement should talk more about the 


| virtue of profits than act as if they 


were something shameful to be con- 
cealed. Every management of a profit- 
able enterprise might well tell the em- 
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ployees: “You, the employee, from night 
watchman to president—you are lucky 
to be working for a company that makes 
profits. Profits last year mean that you 
have a job this year. Even in good 
times, about half of the corporations 
reporting to the Bureau of Internal 
Revenue lose money and many of them 
go out of business; many more have 
to lay off some of their employees. If 
your company has made profits over a 
period of years, that’s even better in- 
surance of your job.” 

In short, it is the continuous and 
important task of every person handling 
papers or recording facts and figures 
to be sure that they communicate. Even 
further, it is not enough to be sure 
that our communication can be under- 
steod, we must try to make certain that 
it eannot be misunderstood. 


Management in the Army 


(Continued from page 95) 

for review and analysis of Army pro- 
gram progress. (2) Progress and sta- 
tistical reporting of the Army Estab- 
lishment. (3) The reports Control Sys- 
tem of the Army Establishment. (4) 
A system for clearance (other than 
security clearance) of statistics to be 
released outside the Department of the 
Army. 

This list of projects gives a fair 
idea of the scope of activities of the 
Office of the Comptroller of the Army. 
The list is by no means all inclusive, 
Other projects such as that of develop- 
ing cost consciousness in the Army 
and eliminating red tape have been par- 
ticipated in with the primary objec- 
tives of reducing the load on the tax- 
payer, and assuring maximum return 
for every dollar spent by the Army. 
Marked suecess has been achieved to 
date under all the programs mentioned, 
and many others, despite the compara- 
tively recent date of establishment of 
the Office of the Comptroller of the 
Army. 

I hope I have given you a better idea 
of the scope of the task of manage- 
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ment and administration in the Army. 


| Above all, I would like to leave with 
you the impression that we in the Army ~ 


are extremely conscious of its manage- | 
ment and administrative responsibili- 
ties. 

It is the earnest desire of all of us 
in the Army to employ the best of | 
proven management techniques in han- 
dling the Army’s business. You must 
realize, however, that not all of 
the techniques which have been proven 
in industry are applicable to Army 
operations. Few industries are faced | 
with decisions which may mean life 
or death to many people. One of the 
reasons for the enormous cost of Army 
activities is that we place human life 
above everything else, and if necessary, 
sacrifice money, materials, or facilities, 
instead of human life. The American 
people would not have it otherwise. 

Our management goal in the Army is 
constant improvement in organization, 
methods and procedures, and _ policies. 
We will never admit or consider any 
situation as being perfect. There is 
always room for improvement. 


Office Management in Air Force 


(Continued from page 110) 
eral’s office has a very complete and | 
diverse equipment of typewriters, tab- 
ulating machines, caleulators, and Vari- 
Typers with cylinders bearing type and 


characters which enable those com- 
petent to write letters and other com- 
munications in any literate language 
in existence. This suggests, of course, 
that the Adjutant General’s office is 
staffed by an unusual group of lin- 
guists. 

Col. Dunphy points out that until 
1944 the preservation of records was 
one of the most heartbreaking prob- 
lems of those in the Armed Forces hav- 
ing to do with the office work. Con- 
gress provided no legal manner in which 
useless accumulations of papers and 
other records could be destroyed. He 
recited his experience as the adjutant 
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of a post in the west when he was | 
bliged to make an inventory of such | 
n accumulation. Among the yellowed 
ocuments he found an order written 
y Gen. Reno, detaching Gen. Custer 
nd his regiment from the Reno com- 
nand. Seven years ago Congress | 
finally was moved to make a law which 
permits the disposal of useless records, 
after a stated time, if they have no 
legal significance, if they are useless 
for administrative purposes or if they 
jhave no historic value. Before it was 
jlegally possible to dispose of the records | 
jthe question of their preservation be- 
came a serious problem and a_ great 
jexpense. The Air Force Adjutant Gen- 
ieral’s office, which has charge of the 
permanent files of Air Foree records 
in every part of the world, now man- 
ages fo preserve current records by 
adding a total of a million filing cab- 
inets each year. These files contain 
copies of letters, standard records, mi- 
crofilm indices, forms, every type of 
record important to the Air Foree. 








The Air Force procures its printing | 


through the Adjutant General’s office. 
)Col. Dunphy states that the system of 
controls which has made standardiza- 
tion in all kinds of printing possible 
‘has, in recent years, saved the 
‘Force alone $50,000,000. Forms of all 
‘kinds, for all imaginable purposes, are 
‘of paramount importance to the of- 
fice work of the Air Foree. Over 50% 
of the printing bill of the Air Foree 
is expended for printe@ forms. 
‘Air Force spends a minimum of $15,- 
‘000,000 a year for printed 
, through the office of the Adjutant Gen- 
eral. 


‘in the production of forms. 


‘of a form; its length, its width; the 
, size and kind of type to be used; what 


and how essential words and phrases | 
Shall be placed on the form. It is | 
‘seriously important, in the interest of | 


‘ standardization and economy, to de- 
i termine whether certain words or sym- 
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Air | 


The | 
matter 
It employs between 400 and 500 | 
‘technical specialists who are experts | 


It is their | 
‘important job to determine the color | 








sets the pace 


for style, quality and value 























METAL-LUX clerical posture chairs 
2K fabulous seating comfort 
2K new trend in metal styling 


te super-value posture chair 
‘ 

MILWAUKEE METAL-LUX has proved a solid selling 
success. Warmly accepted by the trade upon its 
introduction, METAL-LUX has shown no let-up in 
sales potential. The reasons are obvious. Functional 
design with high styling unprecedented in a metal 
posture chair, out-of-this-world seating comfort, 
dreadnaught construction, surprisingly low cost~ 
these add up to incomparable value, METAL-LUX on 
your sales floor is certain to move briskly and profit- 
ably. If you haven't yet shared in METAL-LUX profits, 
get the full details now 


SEND FOR COMPLETE DESCRIPTIVE LITERATURE 
MILWAUKEE METAL FURNITURE CO. 


120 $. LASALLE ST. © CHICAGO 3, ILLINOIS 
TTA EEE RENNES: 98 A PETITTITIITE IOI 
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NO WASTE WORDS ... 


ie 


SHORT! 
Ose... 


Suapfasy- 
One-Time 
Carbon- Interleaved 
BUSINESS 


FORMS 
For SPEED... 


ACCURACY... 
ECONOMY 


in office and factory record-keeping activity. 


* 
TAILOR-MADE .. . to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 

Fold-over Statement Forms. 


J 
Exclusive, but Not Expensive! 
Expert Staff . . . Complete Facilities . . . 


Prompt Service . . . . Reasonable Prices! 
Make your next office form a  SnapSasy- 


SOLD THROUGH DEALERS 
For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


DEPT. O, GAVRIN PRESS BLOG 
New Rochelle «#« New York 





bols shall be printed at the top o 
the bottom; on the right or the lef 
side. Col. Dunphy can demonstrat! 
to anyone willing to eall upon him th! 
real importance in office work of th 
design, shape, color, texture, and th 
weight of the paper used in a form 
The Air Foree has done amazing worl 
in reducing the multiplicity of form 
which used to engage the time of man: 
junior officers and civilian employees 
The saving accomplished by the worl 
of the technical experts has also save 
expense on typewriters, filing cabinet! 
and other office equipment. Incidental! 
ly, the Air Foree pays 60e per sq. ft 
for the space to store its filing cab 
inets in fireproofed warehouses. 


Offset printing and other duplicating 
of written or typed material, as wel 
as regular printing, is done for a num 
ber of Federal Government agencie: 
by the Defense Printing Service, main 
tained by those agencies which partici 
pate in its use. It is essential tha’ 
classified material, in forms or in any 
publication which is highly confiden 
tial and secret, be produced under cir 
cumstances that will insure its security 
There are provisions for such safety 
also in the Government Printing Of; 


fice. 


There also is in the Air Force ¢ 
Directorate of Manpower and Organi- 
zation. It meshes with the office work 
of the organization in its efforts te 
reduce the waste of time and man- 
hours. Roughly and approximately it 
is estimated there are probably 10,00 
workers, military and civilian, in the 
Air Force at the Pentagon and else- 
where in the Washington area. After 
survey the DMO pointed out that when 
one out of every 25 persons wastes a 
day it costs the Air Force 3200 in- 
effective work hours each day; or 400 
man-years over a 12-month period. If 
each person among the 10,000 were al- 
lowed to waste but 15 minutes each 
day, it would cost 2500 ineffective work 
hours each day, 312 man-years during 
a period of 12 months. 
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IF YOU SELL— Typewriters 


Wouldn't you like 7500 depart- Calculators 


ment stores throughout the country 


| as your customers? Systems 


pay will be a large rare of controllers 

and operating executives from the 7500 

canner aan at the annual convention of For ms 
the Controllers’ Congress of the NRDGA, in 

New York on May 26-29, 1952. They'll be Fil 
looking for new equipment, new systems, new 1es 
office supplies . . . 


Show them your stock— Gain customers by Ftc. 


. being an exhibitor. For details, write 


100 West 3lst Street, N.Y. | Controllers’ Congress 





THIS TRADE MARK 
STANDS FOR 


Frectsion 


IN 
TYPEWRITER RIBBON 
CUTTING & EDGING 

Our machines were designed and specialized experience in this work. 
built for one purpose only—to slit Our policy is to maintain the con- 
and edge a ribbon cloth, stant perfection demanded by 
of any width or construction, accu- typewriter ribbon manufacturers. 
rately and uniformly. 

Our experts have had long years of 


TEXTILE CUTTING CORP., 178 Fifth Avenue, Hawthorne, N. J. 


Ribbon-slitting machines in our Hawthorne plant. 


Prompt Service 
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NEWS | 
of the Office 





Bank Research Awards 
The Honeywell 

Foundation pre- 
the first 
Allen 
Research 


sented 
John As 
Memorial 
Awards for original 
research in banking 
at the annual con- 
vention of the Na- 
tional Assn. of 
Bank Auditors & 
Controllers. Win- 
ners .were: George L. MeCarthy, presi- 
dent, Recordak Corp.; Clarence L. Licht- 
feldt, controller, First Wisconsin Na- 
tional Bank, Milwaukee; Charles C. 
Looney, controller, Harris Trust & Sav- 
ings Bank, Chicago; O. B. Lovell, con- 
troller, First National Bank, Madison, 
Wis.; Alvin J. Vohel, vice president, Cen- 
tral National Bank, Chicago; George W. 
Weger, assistant auditor, First Wiscon- 
sin National Bank. Awards range from 
$100 to $500 and are not limited to 
NABAC members nor to persons engaged 
in banking. 


George L. McCarthy 


Chicago Seminar and Exhibit 
For the tenth consecutive year, Office 
Management Assn. of Chicago, will con- 


duct its annual Seminar and Business 
Show at the Conrad Hilton Hotel in Chi- 
eago. The Seminar, co-sponsored by 
Northwestern University, will be held 
Feb. 25, 26 and 27. The Business Show, 
in the Hilton’s huge Exhibition Hall, 
will start concurrently with the Seminar 
but will continue an extra day, closing 
the evening of the 28th. An excellent 
cross section of American management 
is represented in the Seminar speaking 
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brigade. W. A. Patterson, president, 
United Airlines; Leonard Spacek, manag- 
ing partner, Arthur Anderson & Co.; 
Harry Wylie, Pure Oil Co.; Dr. B. F. 
Lounsbury, Commonwealth Edison; Ray 
Eppert, Burroughs Adding Machine Co.; 
Vera Green, Botwinik Bros.; Louis Duen- 
weg, Detroit Edison, will all speak on 
various phases of the theme ‘‘ Manage- 
ment-Manpower-Methods.’’ J. W. Rees, 
Pure Oil Co., will head a panel discus- 
sion on ‘Salary Administration & Salary 
Stabilization.’’ The opening welcome ad- 
dress will be by J. Roscoe Miller, presi- 
dent, Northwestern University. The ban- 
quet talk will be made by the hard- 
hitting junior senator from _ Illinois, 
Everett M. Dirksen. The 38,000 sq. ft. 
of exhibit space have been taken by 76 
exhibitors who will show the newest de- 
velopments in office machines, equipment 
and systems and a crowd of some 30,000 
office executives and supervisors are ex 
pected to view the exhibits 


NRDGA Controllers’ Congress 


Speeches, panel discussions and ex 
hibits will highlight the new techniques 
and systems in retail store accounting 
at the 32nd annual convention of the 
Controllers’ Congress of National Retail 
Drygoods Assn. at the Hotel Roosevelt, 
New York, May 26-29. A large attend- 
ance of controllers and financial execu- 
tives from the more than 7,500 depart- 
ment and specialty stores, which make 
up the association, is expected. Raymond 
F. Copes, general manager of the Con- 
trollers’ Congress, stressed the impor- 
tance of the subjects which will be de- 
veloped at the meeting. Expense con 
trol and reduction, through the employ- 
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“What a deal! Two desk 
Jispensers for the price of one!” 


SPECIAL OFFER! Your stationer is 
featuring a real combination deal for a limited 
time... 12 rolls of ‘‘Scotch” cellophane tape in 
the economical 1296” size, plus two handsome 
weighted Desk Dispensers that anchor the tape 
for fast, one-hand operation. Both dispensers 
are included in the deal for the price of only one! 

See your stationer today...tell him you 
want Deal ‘‘S’”’. It’s a real opportunity to equip 
every desk in your office with a time-saving, 
work-saving Desk Dispenser and ‘‘Scotch’’ cello- 
phane tape! 
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The term “Scotch” and the plaid design are registered trade marks for the 
more than 100 pressure-sensitive adhesive tapes made in U.S.A. by Minnesota 
Mining & Mfg. Co., St Paul 6, Minn. also makers of “Scotch” Sound Re- 
cording STE, “Underseal"’ Rubberized C — ‘“Scotchlite” + ar Ng 
Sheeti fety-Walk” Non-sli cutacing. “S Abrasives, “3M” 

fg Cc " ee Divan, 


t: Minn ae Are & 
Canada: Minnesota Mining & Mfg. 


ew York 17 
" Louden, Canada. 


hasbeen General Ex 
270 Park Fe 
of Canada, 


193 





Immediate delivery 


on desks and files 


TOP QUALITY WOOD EQUIPMENT TO SPEED 


y 


PRODUCTION FROM NEW WORK STATIONS ~~ 


L- YOU'RE adding new people in a hurry 
these days, you don’t need to wait for the 
equipment they need to start producing. 
Remington Rand can give you immediate 
delivery on clerical and secretarial desks 
and the letter and legal size files you need 
—in attractive Gray-Rite finish that 
matches present steel equipment. 

These new wood units are constructed 


we 


¥, 


to give you long years of efficient service 
Files have the same steel suspensions use’ 

in top grade Remington Rand steel cabinets} 
Desks have island pedestals and linoleun 

tops with aluminum binding. Ask our loca 
representative for a demonstration of thes¢ 
steel-saving units, or write direct to Roon 
1592, 315 Fourth Avenue, New York 10, Nev 
York and information will be sent to you 


call Memingtore Htanut 





ent of the most up-to-date techniques, 
hd the utilization of the new develop- 
ents in accounting and office equipment, 
ill be particularly emphasized. Details 
the tremendous strides in the use of 
ectronic accounting equipment in the 
ppartment store field will be presented, 
hile panels on budgeting productivity 
nd branch store accounting will be other 
ghlights on the program. The annual 
easuretrove of ideas, the Expense Sav- 
gs Panorama, will take on added impor- 
nce in the light of rising expenses. Out- 
anding speakers in the retail control 
ld have already accepted invitations to 
nd their authoritative knowledge of the 
hbjects being covered. First hand 
owledge of the latest developments in 
juipment and systems will be supplied 

the many exhibitors who will demon- 
rate the application of their products 
» retail store work. 


t. Louis NMAA Meets 


‘“What the NMAA Means to Manage- 
ent,’’ was the subject of the address 
ven before the fall meeting of the St. 
ouis Chapter of National Machine Ac- 


buntants Assn., by Leonard W. Berg- 
ann, vice president, American Litho- 


bld Corp., St. Louis. ‘‘While machine 
counting has gone a long way toward 
bnquering the problems of statistics and 
nalysis,’’ Mr. Bergmann said, ‘‘there 
rill remains the challenge of the com- 
ete cycle of business, consisting of 11 
her complete operations before statis- 
es and analysis enter the picture. The 
ycle begins when the salesman turns in 

order, putting in motion the sueces- 
on of operations necessary to turn out 
nd deliver that order and collect for 

Growth from simple analysis to a 
ll coverage of the entire cycle would 
2present something like maturity for 
achine accounting,’’ he said. 


IGP Officers 

National Institute of Governmental 
urchasing elected the following officers 
br this year: Arthur B. Gathright, direc- 
br purchasing and printing division, 
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Commonwealth of Virginia, president; 
John Splain, commissioner of purchases, 
New York City, vice president; Carl 
Riggs, director department of purchases, 
State of West Virginia, vice president; 
John W. Huffman, purchasing agent, 
Richmond, Va., treasurer. 


Chicago Filing Course 

A second Records Management Work- 
shop will be offered this winter at the 
Downtown Center of the University of 
Chicago, 19 S. La Salle St. The work- 
shop, under the direction of Vera A. 
Avery, records analyst, and Freida 
Kraines, records and library supervisor, 
Chicago Park District, will acquaint 
executives with the objectives and prin- 
ciples of sound records management and 
present the advantages of a coordinated, 
overall approach to an organization’s 
records problems. Case histories and spe- 
cial problems will be discussed. Classes 
begin Jan. 2 and meet every Wednesday 
evening for two hours. 


SPAA in Saudi Arabia 


Two new chapters have been accepted 
in the Systems & Procedures Assn. of 
America at a meeting of the national 
board of directors in Philadelphia, A. L. 
Mettler, Electric Storage Battery Co. 
and SPAA president, announced. The 
Twin Cities Chapter represents industry 
in the vicinity of Minneapolis and St. 
Paul, and the Saudi Arabia Chapter com- 
prises industrial representatives there. 
Chairman of the committee founding the 
latter chapter was J. V. Fullerton of the 
Arabian American Oi] Co. and it was or- 
ganized under sponsorship of W. B. 
Worthington of Emerson Engineers, Of- 
ficers of the Twin Cities Chapter are 
Norman G. Dietz, Cargill, Inc., president; 
John L. Walton, Powers Dry Goods Co., 
vice president; Bert Gustafson, Gamble- 
Skogmo, Ine., secretary; J. B. Annet, In- 
vesters Diversified Services, treasurer; 
Frank L. Roth, Grant Storage Battery 
Co., director at large. SPAA has 600 
members in 16 chapters in the U. S. and 
Canada. 











Office Work in Government Agencies 


(Continued from page 120) 


vidual letters with all the routine num- 
ber of carbons which are duly filed away 
and never again referred to. In offices 
under my supervision we have always 
instituted simplified procedures which 
limit the recording of mail to the bare 
minimum. 

The answering of such mail may be 
simplified by preparing form letters 
or sending the proper circular or book- 
let and where necessary making the 
proper notation on the letter itself. In 
all cases the incoming letters are re- 
turned to the individual, thus eliminat- 
ing the filing problem which, of course, 
again results in the saving of filing 
equipment and space costs. In an out- 
standing example of this nature in which 
I had experience the mail room was 
two weeks behind because of the com- 
plicated recording system and the an- 
swering of mail was six months behind. 


Adoption of the procedures referre¢ 
to resulted in speeding up the receip) 
of the mail and answering it on ; 
current basis, with a reduction of ap 
proximately 25% in personnel. 

I am convineed that in a large num 
ber of offices the procedures involved 
in this operation are much too compli 
cated and are adding a burden to th: 
overall costs of the running of thi 
office which are, to a large extent, un 
necessary. Even though we simplify 
these mail rec ceiving and answering pro 
cedures we must continue to reviev 
them for the very nature of the worl 
seems to encourage costly and time 
wasting procedures if they are no 
watched closely and surveyed periodi 
cally. In the particular instance re 
ferred to these procedures were alse 
applied to a large number of fiel 
offices, resulting in substantial saving! 
in the field operations and giving th: 
public much more efficient service thar 
was previously possible. 


All Government agencies are much 





DAV-SON 


Dav-Son 
etc. 


Without 


Outdoor Use. 


eral Colors. 
and Sizes. 





Indoor and Outdoor Styles, 
wood or Metal Frames, 
Locking Glass 


Many Sizes in Stock. 


Dav-Son Changeable Letter Di- 
rectories For Lobby, 


INFORMATION 


AG. DNVZNPOR? & SOW.INC. 


DAU. ESTABLISHED 1932 


Av-50N 311 N. DESPLAINES ST., CHICAGO 6, ILL. 


“TELL-ALL" 
BULLETIN & 
DIRECTORY BOARDS 
A Style and Size 

For Every Need. 


Cork 
Boards For Pinning Up Announce- 
ments, Photographs, Letters, 


Back Bulletin 7 


Hard- 
With or 
Doors. 


Office or 


Wide Variety of Styles and Sizes, 
Glass Enclosed — 
or Metal Frames. 
Felt Background in C 
Many Letter Styles 


Hardwood 
Highest Or oy 
oice of Sev- Dav-Son Name Plates For 
Desk, Door or Wall 
Mounting. 
Choice of Matching Wood 
Bases. Names May Be 
Changed at Low Cost. 





MANUFACTURERS 
OF BULLETIN BOARDS 
FOR EVERY NEED! 
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more sensitive to public reaction than 
private concerns although this may not 
always be apparent. Government agen- 
cies are dependent on Congress for their 
appropriations and Mr. John Q. Pub- 
lie is never hesitant about writing his 
Congressman or Senator whenever an 
inquiry to a Government agency is not 
answered promptly. At the initiation 
of our Management Improvement Pro- 
gram by the secretary of the depart- 
ment, and the director of the bureau, we 
were receiving approximately 300 com- 
plaints a month. As these had never 
been analyzed or coordinated at any 
one central point, this was done that 
the trouble spots might be identified. 
Intensive analysis was made of the 
operating units causing these letters 
and corrective action taken. The bureau 
now receives approximately 30 com- 
plaints a month which, in view of its 
wide operations, its large number of 
offices and the complicated nature of 
its work, is not considered excessive. 
This is not to imply that we treat 
these complaints with any complacency 
as we still investigate each one and 
continually attempt to improve our 
operations. 

In view of the serious manpower sit- 
uation and the difficulty in obtaining 
competent employees in all the cate- 
gories necessary to run the modern 
office, the business manager is missing 
a bet if he does not constantly keep 
in touch with the developments in ma- 
chines which can be used in office op- 
erations. Practically every month new 
developments are being made in all the 
various fields. In view of the present 
shortages of critical materials, some of 
these developments are not always ad- 
vertised by the manufacturer as in 
many cases it is not necessary for him 
to advertise to dispose of his limited 
production. This has been brought to 
my attention in several cases recently 
and for this reason it is the office man- 
ager who is on his toes and keeps in 
touch with all such developments who 
is going to operate his office at maxi- 
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Your Accounting Dept. Needs 


"P&P"... (press and peel)... 
is the new adhesive-edged carbon 
paper that's simplifying hand and 
machine accounting procedures at 
every turn! 


Press it... zip... to your 
accounting forms. Peel it... zip 
... when finished! And "P & P" can 
be used over and over again! 


For journal posting . . . payrolls 
. » « inventories, etc. Superior to 
carbon binders in application and 
legibility! 


Write for samples and the name of 
your lecal dealer. 


General Othices & Plant 


U. S. TYPEWRITER RIBBON MFG. CO. 
621-623 CHERRY STREET 
PHILA. 6, PENNA. 
Established 1595 











A Ritchie Air Cushion 
BELONGS 


Under Every 
Office Machine 


AIR-CHAMBER~> 
stops vibration... 
softens touch 


SPONGE RUBBER 
Absorbs noise 


@ At last—an attractive eee 
type cushion that definite 
t 


y softens 
hogy 


ines... 


e clatter of typewriters 
and electric) . . . adding mac 
and all business machines! 


@ And more than that... the 
RITCHIE AIR CUSHION eliminates 


fatiguing and costly vibration! 


@ That is why there is a genuine need 
for a RITCHIE AIR CUSHION under 
every machine in the office! It's an 
inexpensive investment in office effi- 
ciency that will pay big dividends in 
fewer errors caused by jangled nerves 
. . and higher production . . . better 
morale! 
DEALERS: The effectiveness of the RITCHIE 
AIR CUSHION offers unlimited sales and profits 
to wide-awake dealers. Write for prices and 


discount data on this EASY TO SELL office 
necessity. 


if your dealer cannot supply you, write 


W. H. RITCHIE COMPANY 


2555 North Sydenham Street 
Box 6924, Philadelphia 32, Pa. 





mum efficiency. 
To sum up, in these critical times we 


_ people who spend our lives dealing with 


paper must make every effort to assure 


| ourselves that this paper is being han- 
| dled as efficiently as possible in order 


that the office may serve its proper 
role in the defense picture and not 
in any way be a hindrance to the pro- 
duction line. There must be a constant 
appraisal and review of our methods 
and procedures in order to improve 


| them wherever possible so as to do the 
| office job with the least number of 
| people in the shortest possible time. 


Office Work and the Atomic Bomb 


(Continued from page 84) 


more than doubtful if the plutonium 
program could have been carried out, 
certainly not at existing levels of speed 
and economy. 

With the consent of Phil Thompson, 
engineer in charge of math-analysis and 
of the computation group at Hanford, 
let us stand for a moment beside Jewel 
Lane, trained programmer from New 
York, and watch with her the light flash 
on and off in the tiny electronic tubes 
that correspond to the cells or neurones 
of the human brain. Jewel’s job is to 
translate mathematical language into 
machine language—a task that she per- 
forms easily and well. Yet she does not 
bestow upon the mechanism a purely 
inpersonal gaze. Her countenance, one 
fancies, betrays both solicitude and re- 
spect. A device that helps think plu- 
tonium into existence cannot be trifled 
with, and those who have spent much 
time with “the brain” know that it has 
temperament as well as its own order of 
intelligence. The exciting feature of 
Hanford’s electronic calculator and its 
hundreds of defense-supporting fellows 
is the fact that each of its four units is 
standard equipment, not a hugely expen- 
sive specially built mechanism. 

One of the companion units of the 
electronic calculator is the tabulator, a 
standard equipment set-up for sequen- 
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Planned Efficiency 
with PLANOMATIC 
" Combats 
Rising Costs 


Make every square foot 
count the quick accurate 
way with Planomatic. 


Planomatic's three dimension magnetized scale 
models provide a picture in miniature of your 
office layout problem. 


Every detail can be worked out without drawing a 
single line because plans are recorded by photo- 
graphing or direct blue printing. 


Make your next move the PLANOMATIC way. 


M & M INDUSTRIES 


P. O. BOX 91, SOUTH MILWAUKEE, WIS. 


l] 





BRAND NEW REPLIMAT 
ALL PURPOSE OFFSET 
TYPEWRITER RIBBON 


For typing on all offset master plates, as well 
as for ordinary letters. No need to change 
ribbon. Will not dry out—either in machine 
or on shelf! Guaranteed and proven by actual 
test to give 2 to 3 times more typing. 


Send for trial ribbon Or ge $1.25 
postpaid TODAY 1.B.M. $1.50 


R t a L { H A PRODUCTS 
CORPORATION 
Manufacturers of Offset 
Duplicating Supplies 
154 NASSAU STREET, NEW YORK 38, N. Y. 
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COTTERMAN 


| WELDED STEEL SAFETY LADDERS 


For Filing Rooms—Stock Rooms—Vaults 


STRONG 
EASY TO MOVE 
EASY TO CLIMB 


Mounted on Swivel 
Brake Casters 
which allow the 
ladder to be rolled 
freely when no one 
is on it. When you 
step on the ladder 
the rubber cush- 
ioned legs rest on 
the floor and pre- 
vent rolling. 


Made in 7 heights 
and 2 widths. 
Write for Circular 
No. 51-O and 
prices on these 
ladders and our 
full line of wood 
Rolling Ladders. 


I. D. COTTERMAN, Mfr. 


4535 N. Ravenswood Ave., Chicago 40, Ill. 





with ONE typing 
No Machines, No Stencils, No Attachments 
Write for FREE sample 


Penny Label Co.. 
11 Murray St. 


se York 7, = ¥. 
lease send me|r; 
FREE sample of| fim 
y your TIME & LABOR 





saving ““CARBO-| Address 
SNAP” addressing 


labels. 














WHEN YOU BUY OFFICE FURNITURE 
Specify Desksby [Imperial 


ASK YOUR DEALER 


DESK CO. 
Evansville, Indiana 











MORE IRON AND 
STEEL SCRAP. 


Steel mills and foundries need 
more scrap. 

Not just “production” scrap 
from metal-fabricating plants . . . 
but also all sorts of idle iron and 
steel—from all types of plants. 

Search your plan for this idle 
metal . . . work with your local 
scrap dealer to increase supplies of 
badly-needed iron and on pent 


What to look for... 


obsolete machines, tools and equip- 

ment, no-longer-used jigs and fix- 

tures, worn-out or broken chains, 

wheels, pulleys, gears, pipe, tanks, 

drums and abandoned metal 

i amas Non-ferrous is needed, 
oo! 


tial programming. For example, it takes 
an equation, no matter how long, and 
works it out at electronic speed, three or 
four informations at onee, punching 
summary cards as the job progresses. 
The third unit, a reproducer, rearranges 
and copies data; while a fourth unit 
sorts the punched cards. 

These units are jointly capable ot 
solving in weeks or days mathematical 
problems which would have taken years 
on other equipments. One such prob- 
lem, a system of differential equations 
with certain peculiarities, would — re- 
quire centuries for solution, even on a 
large differential analyzer, or thou- 
sands of years by handwork. 

At Oak Ridge, Tenn., traditional 
atomic center, the veil of secrecy has 
heen sufficiently lifted for our bene- 
fit—consistent with national security 
to give us a general idea of how basic 
and varied are office equipment uses in 
furthering the AEC defense effort. Since 
1944 a department at Oak Ridge Plant 
Y-12 has been actively engaged in ap- 
plying accounting machines to de- 
fense work. These machines were origi- 
nally used there solely for material 
accounting, but during subsequent years 
they have been put to other uses. To- 
day accounting machines form the core 
of the program. In outline, such pro- 
gram breaks down into machine account- 
ing, statistical analysis, meterological 
surveys, reactor caleulations, health 
physies, and miscellaneous uses. 

Process materials must be accounted 
for in all phases of the Atomic Energy 
Commission’s program to maintain pro- 
duction controls, keep cost records and 
prevent diversion of materials. Modi- 
fieations of standard accounting pro- 
cedures using IBM accounting machines 
are employed in this work. Material 
accounting is more complex than ordi- 
nary accounting, and extensive statisti- 
eal caleulations are necessary to fix 
limits of error on the balances, 

Detailed knowledge of meteorologi- 
cal factors are necessary for determina- 
tion of unsafe areas where contaminants 
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may enter the atmosphere. Accounting 
machines are being used to advantage 
to extract salient meterological data 
from a large mass of individual obser- 
vations. Machine calculations may be 
used to predict, in advance, the behavior 
ot certain arrangements of fissionable 
materials—piles and other nuclear  re- 
actors. As a_ result, tremendous 
amounts of fissionable material are saved 
from being used experimentally. Danger 
to personnel arising from a poorly de- 
signed reactor is definitely eliminated. 

Accounting and calculating machine 
techniques are used to advantage in a 
general health control program for per- 
sonnel exposed to atomic radiation. The 
machines are employed in a purely re- 
portorial capacity to maintain control 
of dosages received and prevent ¢umula- 
tive dosages from exceeding tolerance 
limits. Such machines are also used in 
calculations aimed at estimating, more 
accurately, the biological effects that 
arise when the metering equipment gives 
certain responses, 

In addition to these named activities, 
accounting machines are busy at Oak 
Ridge in a multitude of diverse doings, 
keeping personnel and property records, 
wage standards information, complete 
records of medical and dispensary opera- 
tions. 

Computing machines occupy a_posi- 
tion much nearer to the very heart of 
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the defense effort—its essence in fact— 
than is yet realized. From being merely 
an aid to accountancy and clerical clear- 
ance, say those in the scientifie sector, 
machine calculation is now a co-creator 
and a co-determiner of physical means. 
Office mechanics, hand in hand with 
higher mathematics, has invaded the 
realm of ideas. There, in the guise of 
electronic calculators, it besparks inven- 
tion and validates experiment. 

This hitherto unexploited view is 
vividly set forth by Dr. Cuthbert C. 
Hurd, director of applied science, In- 
ternational Business Machines Corp., 
who often sits as consultant with the 
Atomie Energy Commission and other 
Government agencies. Dr. Hurd’s de- 
partmental representatives, each with 
advanced mathematical or physical sei- 
ence degrees, are stationed at key points 
throughout the country and keep him 
informed respecting all matters perti- 
nent to his field. In course of conversa- 
tion with this writer, Dr. Hurd revealed 
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that the latest word in applied science is 
“simulation”—which means a mathe- 
matical model or mock-up of new and 
untried problems. 

“To put it another way: instead of 
building an actual, physical or pilot 
model to see how the proposed bridge 
or guided missile or wing or what-not 
would work in practice, it is now pos- 
sible to construct a simulation—yes, 
simulacrum might describe it better— 
made up wholly of mathematical for- 
mulae and expressions. 

“Until the advent of modern caleu- 
lating machines, a mathematical simula- 
tion would have been far more expensive 
than a specially constructed model, for 
the calculations would have required the 
services of myriad math-men working 
hundreds or thousands of years. Today, 
the advantages of speed and economy 
are all on the side of simulation. Take, 
for one example, the 2 million ealeula- 
tions required to describe twelve seconds 
of the flight of a guided missile. How 


DAN 
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could we hope to simulate such a flight 
mathematically without the help of elee- 
tronic calculating equipment? 

“T’ts an applied science axiom that 
fundamental data must be established 
experimentally. That was all right so 
long as we were able to conduct our ex- 
periments under real physical condi- 
tions with material models. When ap- 
plied science moved into the domain of 
Atomie Energy, the handy physical 
method no longer worked in all cases. 
Atomic Energy is a mathematical affair. 
We cannot build a working model of an 
atom; we have to build a mathematical 
model. 

“This feat is accomplished by the use 
of electronic calculators. I am not per- 
mitted to give you a concrete example 
in the field of atomic energy; but we 
can make a start. We can begin with 
a mathematical expression that every- 
body knows, E = MC?, which is Ein- 
stein’s formula and means that energy 
equals mass multiplied by a constant— 
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the constans being the speed of light. 
We load this formula into the calculator 
and right away we have a simulation of 
the fundamental relationship between 
mass and energy. Subsequent steps are 
the same in principle. 

“However, it is necessary to obtain 
experimental data of a physical nature 
in order to construct a mathematical 
simulation by applying relationship 
formulae. That’s why we had the Ne- 
vada explosions: to gather such data. 

“Thus collected and veridically demon- 
strated, these data may be used indefi- 
nitely for subsequent simulations and 
may form the basis of new mathematical 
expressions. We know, for instance, 
that uranium is produced by the diffu- 
sion process. The mathematics of the 
diffusion process has been derived in 
part from experimental data. Appli- 
cation of that mathematics is economi- 
cally feasible through the employment 
of machine calculation. 
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“Yes,” Dr. Hurd concluded, “I would 
say that the rhodern calculating machine 
is an essential tool in applied science, 
and therefore in national defense. More 
than 900 electronic calculators have 
been produced, and of these a very sub- 
stantial proportion are in use by vital 
defense industries.” 
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(Continued from page 82) 
crete terms: its essentiality to the de- 
tense effort is recognized as basic. Sub- 
ject to this principle, the total that may 
be produced is regulated by the amount 
of material allotted to the manutfac- 
turers.” 

The background of existing office ma- 
chinery production control is simpler 
than might be supposed. A Service 
Equipment division, established in the 
National Production Authority along 
with other industry divisions, has juris- 
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diction over the office equipment indus- 
try and several others. Staffs of these va- 
rious divisions are largely composed of 
men with industrial or WPB experience 
—preponderantly both in the Service 
Equipment Division. Robert M. Stamps, 
Chief of the Controlled Materials Plan 
Section, was in the CMP Section of the 
War Production Board, having been 
with the Underwood Corp. for many 
years; Rocco F. Clements, industrial 
specialist, was an Addressograph-Multi- 
graph man; Charles J. Hyle, Chief of 
Priorities Section, was formerly a man- 
agement engineer and with the Navy. 
Division Director Cameron Lynham, 
himself with L. C. Smith & Corona 
Typewriter experience, held the job of 
administrator, office machinery orders 
(L-54-a and L-54-c) in the War Produe- 
tion Board. This partial roster shows 
how Government has found it expedient 
to incorporate office equipment experi- 
ence into Defense administration. 
Division activity respecting office ma- 
chinery has two phases: (1) allocation 
of materials to manufacturers under 
Controlled Materials Plan and (2) issu- 
ance of defense-rated orders for delivery 
of office machinery to essential indus- 
tries. Activity 2 is handled by the 
Priorities Section, in such manner that 
a Governmental agency, an institution or 
a business with urgent office machinery 
need, but unable to get reasonable de- 
livery, may apply for a defense rating. 
This will be granted or denied on eon- 
sideration of (a) the applicant’s need 
and (b) his relation to national defense. 
The Controlled Materials Plan oper- 
ates along World War II _ lines. 
Some months ahead of a_ particular 
quarter of the year the NPA’s Industry 
Divisions estimate the quantities of con- 
trolled materials—steel, copper, alumi- 
num—desired for that quarter’s produc- 


tion activities. Along with estimates of | 
the Armed Forces, of the Atomie Energy | 


Commission and other defense claimants, 
these estimates go to the Requirements 
Committee of the Defense Production 
Administration. Total claims from all 
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| assigned to each code. 


sources are weighed against known sup- | 
ply. Allocations depend upon factors § 
a and b above. Since the amounts re- § 
quested exceed available supplies, cut- | 
backs in materials and production are | 
unavoidable in many instances. 

Specifically as to office machinery, 
producible totals depend on the amount | 
of material allotted to the manufac- 
turers. Here is the way the regulative 
channel flows: 

Requirements Committee gives Service } 
Equipment Division an allocation of the | 
controlled materials. That division di- 
vides the total allocation into codes, each 
of which embraces an industry or a seg- 
ment of an industry. There is one code 
for typewriters, another for computing 
machines, etc. Amounts of materials are 
The manufacturer 


| applies for material on form CMP-4B, 
| which discloses his past production pat- 


tern and other relevant information. 
| in the division. 


| base period and to other 


| tion but two requirements: 


This 
form is checked, screened and analyzed 
Adjustments are made to 
relate his future production to a past 
equitable fac- 
tors. Then his application is allowed, 
for the use of material amounts in the 
ratio that his sereened application 
bears to the total available for the code. 

“Over 2 million separate individual 
cases will be in process by National Pro- 
duction Authority at year-end (1951),” 
estimated John C. Cera, Director, Oper- 
ating Procedures Division. “The related 
paperwork is not only huge in volume 
but engenders various auxiliary office 
methods, devices and policies. To men- 
(1) eontrol 
eards for every document of official ae- 
tion must be created, processed, filed; 
(2) the system as a whole must be kept 


| in readiness for a periodical procedures 


| audit. 


Flow charts of major procedures 


| generally are in the form of single mas- 
| ters. Satellited to each master chart are 7 


as many subordinate charts as 
needed to depict the operating details | 
for the work.” Z 

The extent to which all kinds of NPA | 
documentation, as well as charts, is sub- d 
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ject to multi-copy treatment by diverse 
office devices, may be inferred from a 
glance at the pictogram symbols adopted 
by that ageney’s Operating Procedures 
Division. These symbols indicate type 
of reproduction contemplated in pre- 
paring a specified master—whether for 
hectographing, stencil or offset dupli- 
sating. There are likewise easily recog- 
nizable symbol groupings to denote 
placement of document into file, with- 
drawal from file or receipt from another 
organization, suspension of document to 
await further action and withdrawal 
from suspense for additional process- 
ing; also symbols to show the manner of 
exhibiting identical documents, of 
grouping documents with or without 
a ease folder, and of a master chart’s 
processing with that of a satellite chart. 

In sum, the defense essentiality of 
specialized office work, and its tools is 
not only coneeded but emphasized in 
Washington’s Pentagonia, from gold- 
braidery to the elerieal desk. At the 


same time, technical talent is being 
drawn upon to effect simplification and 
avoid overlapping. 

“As on the farm and in the factory,” 
says a business equipment expert sta- 
tioned in the capital, “tools—office ma- 
chines and devices—speed up planning 
and controlling our Defense while re- 
ducing manpower requirements from 2 
to 30 fold. The right wherewithal for 
filing, handling and safeguarding neces- 
sary information; properly designed 
forms and mechanisms for dictating, 
typing, duplicating and mailing; modern 
machines to make the caleulations—all 
are essential to our Armed Forces. 

“To round out the list: appropriate 
hookkeeping, statistical, sorting, tabu- 
lating, microfilming and time-recording 
machines with their appurtenant sup- 
plies—deviees for checkwriting, check- 
signing and eash registering—all these 
and much other related equipment ener- 
gize the defense effort while conserving 
50°% to 80° of needed manpower.” 


Eki Blin, Wp 


puns 7 
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Royal Typewriter 
Co. directors elect- 
ed David B. Collins, 
treasurer; Robert 8. 
Miller, 
and Henry J. Feast 


secretary, 


treas- 
urer. They elected 
David B. Starrett, 
vice president in 


er, assistant 





. charge of sales, a 
David B. Starrett 


director. He sue- 





David B. Collins Robert S. Miller 


ceeds Arthur KE. Davis, viee president 
and treasurer, who is retired after 40 
vears with the company. Mr. Starrett 
joined the company 36 vears ago as a 


After serv- 
ing as a captain in World War T he be- 
the San 
Subsequently he 


junior salesman in Chicago. 


came a salesman in Francisco 


office. managed com- 


offices in San Franciseo, Oakland, 
Portland, Ore., traveled throughout 


west 


pany 
and 
the 


sales 


and northwest, became eastern 


manager, manager of standard 


1947 
\ vear later he was 


ma- 


chine sales, and in was made gen- 
eral sales manager. 
elected a vice president, with general su- 
David B. Collins 


as an advertising 


sales. 


1931 


pervision of 


joined Royal in 


to 
_ 
to 


assistant. Subsequently he became: gen- 


eral sales analyst, foreign statistician, 
branch sales correspondent, personnel 


manager, and in 1950 was elected secre- 
tary. Robert S. Miller joined the com- 
pany in 1947 as assistant personnel man- 
ager. He became an executive assistant 
in the secretary’s department, later be- 
ing appointed assistant secretary. Dur- 
ing World War IIL he served as an officer 
in the Henry J. Feaster 
joined Roval as a salesman in 1947. Ag- 
gressive salesmanship earned for him a 
national accounts post in 1948. He be- 
New 


Coast Guard. 


came 
1949. 


NSOEA Convention 


York group sales manager in 


National Stationery & Office Equip- 
ment Assn. announced that its annual 
convention and exhibit would extend 


from Oct. 4 to 9 at the Conrad Hilton 
Hotel, Chicago, since the Saturday open- 
popular with who 

only during two-day 


ing proved 
could attend 
weekend. 


NOFA Window Winners 

Clark & Gibby, New York, won first 
prize in the window display contest of 
National Office Furniture Assn. during 
National Office Furniture Week last Sep- 
tember. Lucas Bros., Baltimore, took 
second prize and Hanson-Flotte Co., New 
was third. 


persons 
the 


Orleans, 


Central American Prospects 

The November meeting of American 
Oftice Supply Exporters Assn. featured 
reports on trade prospects and conditions 
in Central America. C. Castillo, Eagle 
Pencil Co., deseribed his trip through 
Central America and Colombia. He said 
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for the“up and coming’ young men in your office... 


LUSC 0 en 


The COSCO “Finger-Lift’’ Executive 
Chair brings true custom-built comfort, 
convenience, and styling into your office 
...and at prices which only COSCO’s 
mass-production facilities could 
make possible! 

Six easy adjustments made without 
tools—more than any other comparable 
chair—fit this COSCO chair to the indi- 
vidual’s own physique, his own work 
habits, and his own ideas of comfort... 
he works comfortably, efficiently, in 
“this” chair. 

Tubular steel construction; all-steel, 
saddle-shaped seat, cushioned with foam 
rubber latex. Seat, backrest and armrests 
upholstered in “‘Fabrilite” —green, brown, 
maroon, or gray. Bonderized, baked-on 
enamel finish in gray, brown, or green. 
At leading office furniture stores. Ask 
for a demonstration. 





HAMILTON MANUFACTURING CORPORATION y 

COLUMBUS, INDIANA . aS 
inger-Lift’’ Execu- 
Also makers of famous tive Chair, $48.45 
COSCO Household Stools, Chairs and Utility Tables ($50.95*). Also avail- 
able without arms 
(Model 17-T) $43.95 

($45.95*). 


UE 


e 
Also—COSCO "Finger- Also—COSCO "“Form- a ig 
Lift” Secretarial Chairs Fit'’ Side Chairs, with 


with fixed back, $29.95 arms, $29.95 ($31.25*). 


Mate a Bete tye (25 ened $23.95 Good seating .. . in good taste 


*Price for Florida, Texas and Western states. ee «is good business 
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PROTECT YOUR OFFICE MACHINES 
WITH THE WORLD'S FINEST STANDS 


precision-built 
to lasta 





lifetime 


Everything about Tiffany Stands suggests quality. Sturdy, 
heavy steel design; many exclusive features; attractive, baked- 
enamel finish. 


Silent operation means less operator 
fatigue ... increased efficiency. 
Non-slip protective heavy iron 
castings assure stronger, safer 
performance. Rigid construc- 
tion guarantees longer life 

at lowest annual cost. 


First choice of office workers 


and management everywhere... 





Practically impossible to turn 
over; sturdiness gives a firm 
foundation for every type of 

office machine. Feet adjust for 
uneven floors...high or low 
drop leaf on either side saves 
important space. WRITE FOR 
LITERATURE. 








On Sale at Better Dealers 
Everywhere. 





(Available with extra drop leof on 
right side.) 


POPLAR BLUFF, MO. 
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that import duties, currency restrictions 
and collection schedules vary in each 
nation and current prospects for Amer- 
ican exporters range from excellent in 
Salvador and Costa Rica to poor in Nica- 
ragua. The importance of a liberal col- 
ection policy in view of the unusual ecir- 
cumstances today was emphasized. M. H. 
Willemsen, Guatemala City, and Jose 
Flores, San Salvador, discussed the busi- 
ness outlook for office equipment in their 
‘ountries, 


Shipman-Ward Promotes Kantor 

Shipman - Ward 
Mfg. Co. announced 
the promotion of 
Steve Kantor to 
manager of dealer 
services. Mr. Kan- 
tor will act as chief 
liaison between 
Shipman - Ward 
and its customers 
throughout the 
country and _ his 
luties will include development of ideas 
and methods for continuing and extend- 
ng the firm’s policy of fast, friendly 
service and personal attention to dealers’ 
1eeds. With more than 25 years experi- 
‘nce in the oftice machine field climaxed 
xy his previous position of purchasing 


Steve Kantor 


gent and parts department supervisor, 
dr. Kantor has the knowledge to aid 
lealers on everything from new products 
o answering specific problems. Dealers 
re invited to send him their questious. 


National Office Machine Deal- 
ws Assn. convention commit- 
ee chairmen: top, |. to r., 
toy C. Malone, registration; 
\lbert Nelson, program; Fred 
ohnson, transportation; Harold 
JIrick, publicity. Bottom: 
tobert Craig, vice general 
hairman; D. L. Keeney Jr., 
jeneral chairman; Ralph Nel- 
on, entertainment. The 
YOMDA convention will be at 
he Baker Hotel, Dallas, June 
16-18. 


‘HE Orrice—January, 1952 


Speed Appoints Parker 


Charles Parker 
has been appointed 
director of 
and promotion fo1 
Speed Products Co., 

Jack Linsky, corpo- 
ration president, 
announced, Mr. Par- 
ker will coordinate 
the company’s sales 
and advertising ac- 
tivities. He is a 
veteran of more than 25 years in the 
fields of selling and advertising who set 
a notable sales record at Speed Products 


sales 


Charles Parker 


in the past three years. 


Hygrade’s 32nd Year 

Hygrade Printing & Stationery Co., 121 
Varick St., New York, entered its 32nd 
year in business on Jan 1. The president 
and treasurer, Samuel B. Lane, is proud 
of the company’s slogan since its incep 
tion, ‘‘We not only Sell . but Serve 
as well!’’ 


McBee Plant Addition 


Award of a contract to Miller Con 
struction Co., Covington, Ky., to erect 
an addition to McBee Company’s Plant 
No. 1, Athens, Ohio, was announced by 
Philip M. Zenner, president. The addi- 
tion, a third floor on the main printing 
building, will add approximately 21,0¢0 
sq. ft. of production space to McBee’s 








Last year, 
Corp. increased 
rolling stock 
purchases of abou 
$100,000, including 
trucks, tractors, trail} 
ers and tankers. To 
tal investment is now 
over a quarter} 
million dollars. A 
new tractor-trailer ig 
shown. 


a 
reports Mild 


’ 


printing division. The brick and concrete American manufacturer,’ 
construction is already under way and  M. Harding, president, Milo Harding Co. 
scheduled to be completed early this who recently returned from a 3-month 
spring. This is a continuing part of Me tour of the continent. ‘‘The chief prob} 
Bee’s expansion program which has lem for American duplicating equipmenq 
been under way for the past few years. manufacturers is the import restrictions 
in effect in the British Isles and nearly 

Milo Harding Returns all continental countries,’’ said Mr 
‘*Doing business in European coun- Harding. ‘‘The fact that wages for both 
tries presents many problems for the — skilled and unskilled labor average only 


44 Non-glore keys. 


Line adjusting lever. 
for 3 different paring: 
single, 1'/2 and double line. 





Automatic ribbon reverse. The new Olympia Personal Typewriter offers a maximum) 
Clear type with high impact strike. of outstanding features, Its light touch assures fast typing 

with minimum effort. Clear, sharp type faces guarantee] 
Silent carriage return. perfect, easy to read letters and permit from 6 to |2 clear” 


Pupe-bess hardened to full length will carbon copies. Many handy typing controls for increased) 
hold alignment indefinitely output. 


Made In Western Germany Write for illustrated literature today! 





about 20% to 25% of the prevailing high 
scale in the U 
ufacturers to produce at much less cost.’’ 
Mr. Harding visited 14 countries, trav- 
eling mostly by plane. While the 
construction program seemed to be go- 
ing on full blast in countries, 
there were still many evidences of bomb 
destruction, with whole city blocks in 
ruin. Travel in European countries is 
heavy, with trains jammed to capacity 
and hotel accommodations difficult to 
secure, particularly in Paris and other 
cities, It not all due to 
Anerican tourists as there seemed to be 
a brisk movement of 
nationalities 


re- 


most 


major was 


people of all 
traveling around Europe, 
country limits the 
amount of money that can be taken out. 


even though each 


For SoundScriber in Cinn. 


R. W. Davidson, vice president, Sound- 
Scriber Corp., announced the appoint- 
ment of George W. Vetter Jr. as distribu- 
tor of that company’s products in the 
Cincinnati area. Mr. Vetter has been in 
the office equipment business since 1934 


when he joined International Business 


“What Next?", external house organ of 

Dennison Mfg. Co., received first prize in 

its class at the annua! convention of the Direct 
Mail Advertising Assn. 
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. S. enables European man- | 


ADDRESSING MACHINES 


STENCILS - Parts -. Supplies 
AMERICAN ADDRESSING MACHINE CORP. 


510-518 SIXTH AVE. NEW YORK 11, N.Y 


Burroughs 
Select Rough — Re 


| @ BOOKKEEPING 
| @ CALCULATING 
| @ ACCOUNTING 
| @ ADDING ANS” 
ied; repaired or re- 
conditioned. Write for 
current prices. « 


321 BROADWAY e« NEWYORK? WY 
WO 4-1240¢ cable: Hodgmach 





SPECIAL MACHINES 
for the manufacture of 
CARBON PAPERS 
TYPEWRITER RIBBONS 
DRY STENCILS 
a 
HAIDA ENGINEERING CO. 


34-11 Vernon Boulevard 
Long Island City 6, New York 











| PROBLEMS 


3) PHONE ‘sotveo — 


|| 1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
Mew York 16 


| 
| 
| 




















Machines Corp., exeept during World 
War IT. 


A H FI N RICH Ames Reference Service 

af « Ames Supply Co., Chicago, is renewing } 
release through its ‘‘Your Man Friday’? | 

DAN at E RS of pertinent information on ages of office 
machines, trade-in allowance schedules, | 

HAM BU RG 11 and other handy data for service depart- | 
ments. Ames will supply its customers | 

GERMANY (WesternZone)establ 1905 with a special folder to hold the sheets | 


containing this material. ‘ 


How to Increase Profits 

H. C. Tuttle, president, Hush-A-Phone 
Corp., offers dealers an analysis of sales 
figures compiled by National Stationery 








CLEARTONE 
CYLINDERS 
. 


WIRE SPOOLS 
e 
SUPPLIES 
© 
bIscs 


MACHINES 





GUARANTEED 
REBUILTS 


LATE MODEL — = ~. Pre, j 
DICTAPHONES = ae 
et e modern forms-printing plant of Battye- 
EDIPHONES a Franklin Corp., Chicago, turns out Zip-A-Part! 
AUDOGRAPHS } forms at an approximate rate. of 60,000 an. 


SOUNDSCRIBERS j hour. Pictured are two of their collating ma- 


| chines. One interleaves carbon paper, as- 

*sembles. the forms and turns them out ati 

AMERICAN DICTATING MACHINE C0. Inc. | extremely high speed. The hand collating ma-, 
ESTABLISHED 1923 | chine (at top) finalizes Zip-A-Part forms 


het LAE | when quantities are not great enough for | 
Telephone MUrray Hill 4-3554 aulomatic collating. \ 
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ONLY REX- (OTAR HAS 


COMPLETELY AUTOMATIC 


It’s exclusive with the voluti 

Rex-Rotary D270... i i ger 
ridge is inserted, dial set for the 
degree of inking, and the machine 
needs no further attention all 
copies come out perfectly and uni- 
formly printed... nO more under 
Or over-inked copies... re-inking 
ace oe® bell announces 
cantden ime to insert a new 


Electric Multi-Color 


STENCIL rhe 
DUPLICATOR other machine, 


—— ee eae emt 

Rex-Rotary Distributing Corp. 19 W. 31 St., New York 1, N.Y. 
Let me have more information about the new Rex-Rotory 0270 duplicator ond @ 
the nome of my nearest distributor r 
§ 


REX- ROTARY pics Corp. + 19 W. 31, New York * WI 7-4927 -qllillaenhdag sary : 
Ee 











A BETTER MOTOR MEANS A 
BETTER BUSINESS MACHINE 


Lamb Electric Motors are specially designed for a 
particular device. This gives each motor the electrical 
and mechanical characteristics best suited for the appli- 
cation. In a business machine this special engineering 
provides compactness, light weight, and dependability. 


THE LAMB ELECTRIC COMPANY @¢ KENT, OHIO 


Electric 


SPECIAL APPLICATION MOTORS 


FRACTIONAL HORSEPOWER 


' 
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TRANSFER CASES| 
Ww = 


IMMEDIATE 
DELIVERY 


© 
¢ 
o 


Yv 


MAYFAIR TRANSFER 
CASES provide storage 
space for inactive rec- 
ords at a low cost. 
immediate delivery in 
No. IR Letter and No. 
2R Legal sizes. Avail- 
able etter size with 
green or gray finish. 
Stack & Interlock 
Steel Construction 
Dustproof Interior 
Orawer Rollers 
24” Deep—Iindividually Boxed 
Prices sent on request. 


IVT Natt, 


315 NORTH DESPLAINES STREET 
CHICAGO 6, ILLINOIS CENTRAL 6-1397 





Send for complete catalog of Office Equipment & Appliances. 





TO MEET THE 
lok} mm >. ¢-Vea al, 1c] 
REQUIREMENTS 
IMPORTED DOMESTIC 


Z 
Zz 
= 
= 





TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


REGALRITE BRAND 
RIBBONS AND CARBONS 
@ 


THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 
Proven—Best hy Test—Best for Less 
© 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, WN. Y. 























PAYCHECK ‘‘Outlook” ENVELOPES 


The quick, easy, safe way to handle pay checks. 
Name only, as written on the check, shows through 
window in opaque envelope. This insures privacy | 
for employer and employee. Saves second address- 
ing of names on ordinary envelopes and prevents 
checks getting mixed. Made any size, with window 
opening positioned to fit your checks. 


Send us check you now use and we will submit 


sample Paycheck ‘‘Outlook’’ Envelope and prices | 


based on your estimated yearly requirements. 
OUTLOOK ENVELOPE COMPANY 
Established 1902 


Originators of ‘‘Ouficok’’ Envelopes 
1007 Washington Bivd., Chicago 7, Ill. 


THe Orrice—January, 1952) 





¢ Office Equipment Assn. which shows a 
steady decline in retailers’ net 
since 1947. His advice on increasing 
rofits can be had free from Hush-A- 
*hone Corp., 65 Madison Ave., New York 
6. 


profits 


erforator Promotions 

Wm. M. Wetzel, president, American 
-*erforator announced that H. FE. 
‘auntry is now executive vice president 
Morton is 


sales. R. 


‘ 
Co., 


nd general manager, and FE. 
vice president in charge of 
Anderson is vice president in charge of 
nanufacturing, S. Constantine is 
roller, and D. Buerger is secretary. 


¢con- 


Baltimore’s Managers Elect 


al 


Clate 
3altimore 
nanager, 
3usiness 


Malleson, 
district 
Moore 
Forms, 
eleeted 
the 
Office 


n¢e., Was 
resident of 
3altimore 
Iquipment  Mana- 
rers Assn. He suc- 
Howard B. 
Pitney- 
Other 
vice president, C. 


eeds 
orbit, Clate Malleson 
3owes, Ine. 

fiicers Michael 
Javis, National Cash Register Co.; secre- 
ary, Paul M. Harrod, A. B. Dick Co.; 
reasurer, Carl H. Thorell, Remington 
tand Inc. Announcement was made by 
fobert A. Hamlin, Diebold, 
ion chairman. 


are: 


Ine., elee- 


3andoli Leaving Clary 

Marvin S. Ban- 
doli, nationally- 
known sales’ and 
management 
tive, has asked 
Hugh L. Clary, 
President, and the 
directors of Clary 
Multiplier Corp. to 
relieve him of his 
duties as vice presi- 
dent of distribution 
nd member of the management commit- 


execu- 


Marvin S. Bandoli 
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pound foolish? 


Not this man. He demands quality. His 
letterheads are dignified and expensive. He 
doesn’t tolerate having his letters cheapened 
by inferior typewriter ribbons. 


DELUXE IMPERIAL WriTEMASTER is 
meant for exec- 
utive correspon- 
dence. Made of 
finely woven, ex- 
ceptionally soft 
cloth, it is inked 
by special for- 
mula to produce 
clean, neat im- 
pressions of 
print-like beauty. 


Two yards longer than ordinary ribbons, 
it is more economical in the long run. 
Requires fewer ribbon changes. Write to 
us for the name of a nearby Dealer who 
sells WRITEMASTER. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 

28 Peerless Place, Newark 5, New Jersey 
N.Y. Office: 7, 321 B'way + Chicago 2,179 W. Washington St 
Detroit 18, 37 Linden SL, River Rouge, Michigan 














Garages, Filling Stations, Food and General 
Stores, Gift and Beauty Shops, Laundries... . 
any business that does over-the-counter sales 
in cash or credit can use an Indiana profit- 
ably. 


Every transaction recorded as it occurs. Gives 
a complete confidential record of sales by 
departments or commodities, and an easy, 
quick cash control. 


Capitalize on the sales opportunity that Indi- 
ana offers you—write 


INDIAN 


SHELBYVILLE, 


CASH 
DRAWER CO. 
INDIANA 


tee at earliest Mr.) 
agog 


and who now leaves with the company’s 


their convenience, 
Bandoli, who joined Clary two years 


sales and profits at the highest point ing 
history, has plans which he is not yet 
ready to announce but which eall for hisf 
leaving the organization soon after the} 
first of the year. For a number of years} 
he was with Victor Adding Machine Co.} 





as vice president and member of the} 
of directors. During the war hef 
was placed in full charge of production 
of the famous Norden bombsight. Pre-} 
to with Clary in 1949, 
he was general sales manager for Kel-} 
vinator refrigerators and vice president} 
of Tracy Mfg. Co., Pittsburgh. 


board 


vious coming 


Rosemary Wallace Promoted 

Norman J. Collister, president, 
ter Corp, distributor for SoundScriber inj 
Greater New York, announced the ap-| 
pointment of Rosemary Wallace as as-' 
sistant to the sales manager. Miss Wal- 
lace joined the company five years ago 
and has held the position of receptionist, 
secretary and director of customer per- 
sonnel training. 


H. W. Smith 


Hurlbut William Smith, 86, president, 
L. C. Smith & Corona Typewriters, Ine., 
died at his home in Syracuse, N. Y., Dee. 
16. The youngest of the four brothers, 
Lyman C., Wilbert L., and Monro 
Smith, who made their family renowned 
in the manufacture of typewriters an 
other office machines, Hurlbut Smith 
had continued his active participation in 
the business to just a few days before 
In 1889 he and his brothers 
from the L. C. Smith Gun Co, 

to organize the Smith Premier Type-j 
| writer The contribution of MrJ 

Smith and his brothers from its very in- 

ception to the advancement of the type-| 


his passing. 
withdrew 


Co. 


writer and office machines industry will 
be as long lasting as it has been pro- 
| found. 


Walter Button 
Walter Button, 
| active with the 


years 
Typewriter! 


for very 
Wholesale 


many 
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e MANUFACTURERS 
e EXPORTERS 


Don't Overlook This Growing Market 
For Office Supply and Equipment Sales 
MONEY TALKS! Look at these statistics for only one month’s exports. Then give 
serious thought to your own overseas trade. 
United States manufacturers during last May exported: 


$16,672 of lead pencils to Colombia. 

$ 3,545 of carbon paper to Bolivia. 

$ 3,011 of desk pen sets to Venezuela. 

$19,089 of addressing machines to Mexico. 
7,147 of duplicating machines to Brazil. 

$ 2,498 of dictating machines to Cuba. 

$ 3,171 of safes to Costa Rica. 

$ 5,321 of metal filing cabinets to Guatemala. 


These figures are random samples. Annually the entire Latin American continent 
will absorb a very impressive volume of your products. There are 19 countries in 
Latin America where all the office equipment and stationery importers, distributors, 
dealers and larger users receive La OFICINA. They keep it, refer to it as a 
guide and reference all year long. 


The need for all office products in Latin America is increasing steadily as business 
and industry develop. Tell these prospects and customers about your products in the 
1952 La OFICINA. Its advertising rates are low—its coverage is complete. Your 
advertising in La OFICINA is basic to establishing and building a profitable 
Latin American trade. 


Send now for more detailed information on circulation, rates and a copy of last 
year’s issue. Advertising forms close in March. 
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stab ihn 28 


"K-LINE" Self-Locking Posts 


POLISHED ALUMINUM 
EFFICIENT 
NON-CORROSIVE 
POSTS FOR 
PERMANENTLY 
BINDING RECORDS 
IN STORAGE 
BINDERS. VARIOUS 
LENGTHS AVAIL- 
ABLE FOR |/,”, 
5/16” & %” HOLES 
EXPANSION UP TO 
7'/2 INCHES 
Prices with full details on request. 


W. R. KLINE CO. 


440—73rd Street Brooklyn 9, 


WRITE FOR LATEST CATALOG 


International Cash Register Parts Co. 


Successors to 
Chicogo Cash Register Ports Co 
0 ADDISON STREET. CHICAGO 18, ILLINOIS 











ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY » BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
* Reg. U.S. Pat. Off. 











SECURITY 
BRAND . 
Complete Line 
DE LUXE 
Canvas & 
Leather 
Mail Bags for 


your select 
clientele. 
Send for 
circular. 
Can-Pro-Corp. 




















Co., New York, passed away suddenly 
last month. He had been closely associ- 
ated with his brother George Button in 
the operation of this long established 
typewriter rebuilding firm. 


William Hoge 

William Hoge, 67, manager of dealer 
sales for General Fireproofing Co., died 
Nov. 10. Bill Hoge spent his entire busi- 


|} ness career in the oftice furniture indus- 


try, devoting most of his time to the re- 
tail side of the business. He began with 
T. H. Payne Co., Chattanooga, in 1905. 
In 1911, he went to Foote & Davies Co. 
in Atlanta as a salesman and 
store manager. He joined Browne Morse 
Co., in 1914, remaining with them for ten 
years. After a brief period with the 
Wilson Jones Co., he joined G-F in 1925 
as manager of the filing equipment and 
systems division and was appointed man- 


became 


ager of dealer sales in 1927. 





Control Clerical Work 


(Continued from page 140) 

The more rigidly the economy is ¢on- 
trolled, the worse it becomes, invading 
not only the sacrosancts of business, but 
also our homes. Indeed, the pen has 
become mightier than the sword. Is 
there need anymore for killing by the 
sword when it is so much easier to sub- 
ject people to a flood of forms which 
will do the job as lethally and with Jess 
visible effort? But seriously, it is a 
major problem which concerns everyone 
and management in particular. We, as 
internal auditors, are vitally interested 
in this problem as part of our effort to 
serve management. 

Management, both in industry and 
vovernment, has through growth in com- 
plexity and size of operations been 
foreed to delegate its authority in order 
to properly discharge its responsibility. 
This has required the establishment of 
management controls of various kinds 
and the number and complexity of con- 
trols has grown in proportion to the 
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NEW! Reinforced File Folder Tab Labels 


Here’s why you should use 
Dennison Reinforced File Folder Tab Labels: 





@ Make worn folders as good as new. ®@ 8colors for easy subject classification. 
@ Reinforce new folder tabs while labeling. @ Fit all 14 cut folders. 

@ Form atriple strength tab for long wear. @ No ridges to catch on papers. 

@ Ready to use in easy-to-type strips. 





Order a supply of Dennison yecingass 
File Folder Tab Labels from your a 
stationer today. 


Dennisow 


For free samples, write Dennison, 
Dept. TO, Framingham, Mass. 








Your Key...... 
TO SECURITY AND SALES! 


Safeguard checkwriters with security 
lock give complete bank account 
protection against check forgirs. 
A must for every business, be sure 
you have the complete sales details. 
For information concerning indus- 
tries demand for Safeguard Check- 
writers write or wire today. 





MODELS H 
VOUCHER 4 INTERNATIONAL AVAILABLE 


OVERSEAS CHECKWRITER DISTRIBUTOR: SAFEGUARD INTERNATIONAL, PHILA., PA. 


Safeguard Corp. 


LANSDALE, PENNSYLVANIA 
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FORCE 





AUTOMATIC :} ACTION 


numbering m 


MODEL 
150 


3 mq 


consecutive 


lvements — 
duplicate, 
licate or 










available in 
duplicate. Pr 
wheels avalgble 
in place of figures. 
6 wheels. “i 
Clear-cut figures. 





Write for catalog E 
WM. A. FORCE 


64 White Street, New York 13. N.Y 








OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Portability— 
Efficiency— 
Appearance— 
Durability 


Adjustable to the 
natural position of 
any pair of hands. 
KARLO STANDS 
are designed to 
give better service 
than any other of- 
fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port- 
ability, attractive 
appearance, utmost 
efficiency and 
greatest 
durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 














996 





STENCIL BOOK FILE 





The Smart Way to 
FILE STENCILS 


Available in 50 and 100 page capacity. | 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated | 
pages keep stencils moist and flat for 
future use. 

Capacity 50 stencils 
Capacity 100 stencils 
TECHNYGRAPH CO., Techny, Ill. 


isvendeusuvens $2.75 


¥ ANALYSIS 
~~ MACHINES 


We furnish all special features and rebuild 
the machines you order to your direct speci- 


| fications. All machines unconditionally guar- 


anteed. Inquiries invited. 


WE ARE ALSO BUYERS OF ALL MAKES 
OF OFFICE ACCOUNTING MACHINES 


Accounting Machine Export Corp. 


434 BROADWAY, NEW YORK 13.N.Y. 
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extent of this delegation of authority 
and the complexity of the economy. It 
is a vicious circle in which red tape 
grows and flourishes. 

To control controls sounds hard and 
is as hard as it sounds. The problem 
becomes simpler if we can control the 
source rather than the end product. 
There is no question in my mind that 
management controls and office routines 
are here to stay, unless we want to 
sacrifice the benefits of modern society, 
but we can do a job of simplification 
and streamlining of controls which will 
in turn automatically streamline their 
children, paperwork and office routines. 

New methods and _ procedures are 
being used and more will bring addi- 
tional efficiency of operation. New ma- 
chines will be invented to perform work 
more cheaply. These will help tre- 
mendously. However, unless the flow 
ean be stabilized, the requirements of 
new controls will tar outstrip, and is 
already outstripping, the savings by 
efficiency in operation. 

The answer to this problem is a sen- 
sible combination in which each must 
pay its way. It is indeed senseless to 
add work which does not help to pro- 
duce more and better goods, to add 
controls which only limit and do not 
contribute, to add new systems for the 
sake of their newness, to add paper- 
work which can only serve as intorma- 
tion but c¢an contribute nothing to 
doing. 

All levels of society and industry are 
interested and concerned in this prob- 
lem and look for help and guidance to 
those who are specializing in this field. 
It is a great responsibility that office 
managers, accountants, engineers, audi- 
tors, systems men, manutacturers of 
office equipment, and others, have to 
shoulder to make sure that the advances 
of science and production are not offset 
by useless and extravagant office rou- 
tines. We, as internal auditors, pledge 
our aid to management and society in 
their quest for the solution of this seri- 
ous problem. 
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Vital 


N this issue of THE OFFICE we 
tried to prove how vital modern 
office methods are to the suecess 
of the current defense effort. 
‘‘Operation Office’’ requires more 
than the occasional replacement of 
outmoded equipment. It demands 
unflagging attention to all office 
routines and details with the object 
of improving the whole system. 
The magnitude of the tasks facing 
office managers is shown by some 
examples of paperwork aceomplish- 
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ment. Banks process more than 5 
billion checks a year. Life insurance 
companies maintain records of over 
200 million policies and contacts 
with a field organization of 225,000 
cashiers and agents. Telephone com- 
panies keep track of the services of 
43 million instruments. Railroads 
follow the progress of nearly 2 mil- 
lion freight cars. Retail stores carry 
$714 billion of charge accounts 
every month plus $1314 billion of 
installment payments. In Govern- 
ment, the Veterans Administration 
has custody of 28 million master 
index ecards, 18 million insurance 
files, 12 million claims files, 4 million 
clinical records and 10 million edu- 
cation-training files. 

The industrial and military pro- 
duction so essential to the nation is 
dependent on office output similar 
to the above. The picture below 
demonstrates the actual wartime im- 
portance of office work. 


These Pentagon of- 
fice employees 
worked into the 
night last month 
sending telegrams to 
the next-of-kin of 
Americans whose 
names appeared on 
the prisoner-of-war 
list turned over to 
the United Nations 
command in Korea 
by the communists. 
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To bring this bit of steel wire from the iron mines to your desk required 
6577* paper forms; 37 per cent of industry's time is spent in paper 
work, analysts say. Probably much the same is true in your businéss. 
Still, there is a tendency to hunt in the factory for economies and 
speed-ups, letting paperwork “just grow’—overlooking a tremendous 
opportunity to make payroll and plant investment far more produétive. 
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Paperwork can be a clogging, costly thing—or with DITTO 
One-Writing Systems it can be a production tool which 

cuts out expensive delay and error, releases employees for 
creative work, coordinates and speeds action throughout 
your entire operation. 


Be incsican industry depcuds on 
one-wriling systems !\ 


In these days of defense pressure and 
heavy paperwork, large companies 





systems, machines and supplies 

are more than ever essential for 
their peak efficiency. Today’s 
greatest economies and betterments 
are to be found in paperwork. 


Ask for specific data showing how 

the DITTO Payroll, Production, 
Order-Billing, Purchasing and 

other systems definitely streamline 

your paperwork and bring benefits 

all down the line. No obligation, me new oro 0-45, 


just write. one of the DITTO 
Systems Machines 


TTO, Incorporated, 2208 W. Harrison Street, Chicago 12, Illinois 
rving You From 255 Cities in the United States and Canada 
ill Haeatbeieny Seadyce 
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Underwood Corporation's sensationally 
new extra, extra durable and economical 
TOPPER BRAND Pencil Carbon 
Get a demonstration Today! 


Here’s another big first for 
Underwood Corporation... 
TOPPER BRAND Pencil Carbon! 

It’s entirely new—made from a 
new and revolutionary process. 

Wherever pencil carbons are used 
for duplicate copies...such as print- 
ers forms, register rolls, order books 
...the outstanding durability and 
other superior qualities of Under- 
wood Corporation’s new TOPPER 
BRAND Pencil Carbon will give all- 
round satisfaction. 

Here are some of TOPPER’s ad- 
vantages: 

Absolutely non-tack. Non-curl. 


Uyste(=ymncelere mm Qelueleye tiles 


Improved sharpness. Increased legi- 
bility. Instant setting. Quick drying. 
No offset. No smudge. No smear. 

And how the users will appreciate 
its super cleanliness! 

You can obtain TOPPER BRAND 
Pencil Carbon in black, blue and 
purple...in standard weight, 10 lb 
and 14 lb weights. 

Ask your supplier for a demonstra- 
tion ... or call your nearest Under- 
wood Corporation office. 


1 Park Avenve 
New York 16, N. ¥ 
Supply Division 
Burlington, N. J. 





